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INTRODUCTION 


All  units  of  state  government  have  at  least  one  thing  in  common: 
their  need  for  information.  We  all  document  our  ideas  and  activities, 
and  collect  and  maintain  data  to  better  serve  our  constituencies  and 
fulfill  our  duties. 

Information,  like  any  vital  resource,  has  a  monetary  value.  In 
1987,  the  cost  of  producing  the  records  in  one  four-drawer  filing  cabinet 
was  estimated  at  approximately  $13,500.00.  That  figure  does  not  include 
the  cost  of  maitaining  the  information  or  the  cost  or  reconstructing  the 
information  if  it  were  lost  or  damaged. 

Information  has  more  than  simply  a  financial  value;  it  has  a 
profound  effect  on  our  ability  to  perform  our  mandated  tasks.  Imagine 
having  no  record  of  memoranda,  no  reports,  incoming  or  outgoing 
correspondence,  no  client  or  project  files,  no  subject  files... how  well 
could  you  do  your  jobs? 

The  Office  of  the  Secretary  of  State,  as  the  records  keeping  office 
of  the  commonwealth  (State  Constitution,  Part  2,  Chapter  2,  Section  4, 
Article  2;  MGL  c  66,  s  1),  provides  the  services  you  need  to  effectively 
manage  your  information  resources* 

A.     SERVICES  FROM  THE  OFFICE  OF  THE  SECRETARY  OF  STATE 

The  Records  Management  Unit  acts  under  the  authority  of  MGL  c 
66  to  assist  state  government  in  managing  active  records  in  an  efficient, 
economic  and  secure  manner.  Records  management  analysts  assist  units 
of  state  government  to: 

-  organize  an  intra-agency  records  management  structure  to 
assess  records  practices  and  procedures; 

•  -    systematize  the  destruction  or  removal  to  storage  of  inactive 
records; 

-  train  clerical  personnel  in  files  management; 

-  develop  and  maintain  secure  conditions  for  records,  including  an 
appropriate  disaster  plan. 

Records  management   analysts   assist   the   Division   of  CapitoT 
Planning  and  Operation  in  reviewing  records  practices  prior  to  approval 
of  requests  for  new  space  (see  Administration  and  Finance  Informational 
Circular,  1/16/85).  Call  727-2816  for  records  management  services. 

The  Records  Conservation  Board,  organized  by  MGL  c  30,  s  42,  is 
composed  of  the  Supervisor  of  Public  Records,  the  State  Archivist,  the 
Attorney  General,  the  Comptroller,  the  Commissioner  of  Administration 
and  Finance  and  the  State  Librarian.  No  records  of  the  Executive  branch 
may  be  destroyed  or  transferred  without  the  approval  of  the  Board.  The 
functions  of  the  Board  are  to: 

-  to  approve  or  amend  Disposal  Schedules,  which  describe  the 
lifespan  of  the  records  series  in  the  office,  the  length  of  time  it 
will  be  stored  out  of  the  office,  and  its  final  disposition,  either 
permanent  storage  in  the  Archives  or  destruction; 
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-  to  approve  Transfer  and  Destruction  Permissions  which 
authorize  the  agency  to  implement  the  provisions  of  the 
Disposal  Schedule  on  a  specific  increment  of  records; 

-  to  set  standards  for  the  management  of  state  records. 

The  Board  provides  assistance  to  agencies  in  scheduling  records  and 
guidance  in  following  Board  Procedures;  the  Board  administrator  can  be 
reached  at  727-2816. 

Records  for  which  Disposal  Schedules  have  been  approved  may  be 
moved  to  the  State  Records  Center  when  they  are  no  longer  needed  in 
the  office.  The  records  center  provides: 

-  no-cost,  secure  storage  of  records; 

-  retrieval  and  delivery  services; 

-  destruction  services  for  the  records  stored  at  the  records 
center. 

Where  necessary,  the  records  center  provides  assistance  to 
agencies  in  following  procedures  for  boxing,  labelling  and  transferring 
records  to  the  center.  All  records  that  are  sent  to  the  State  Records 
Center  will  be  either  destroyed  when  they  become  eligible  or  transferred 
to  the  Archives  for  permanent  storage.  Contact  the  records  center  at 
727-2470. 

The  State  Archives  seeks  inactive  records  that  have  long-term 
values,  such  as  legal  or  historical  significance,  and  preserves  those 
records  permanently.  The  Archives  provides: 

-  assistance  in  appraising  records  values: 

-  no-cost,  secure,  quality  storage  of  records; 

-  reference  services  to  the  public  and  to  the  state  government. 
The  Archives  will  arrange  to  pick  up  records  determined  to  be 

archival  value.  The  Archives  has  available  the  appropriate  acid-free 
containers  for  the  storage  of  such  material.  Units  of  state  government 
which  maintain  records  they  believe  to  be  of  enduring  value  should 
contact  the  Archives  at  727-2816. 

B.  PURPOSE 

The  Office  of  the  Secretary  of  State  has  developed  this  manual  to 
assist  each  unit  to: 

-  ANALYZE  current  procedures; 

-  DEVELOP  improved  policies  and  procedures; 

-  IMPLEMENT    policies    and    procedures    to    maintain  improved 
management. 

Our  aim  in  compiling  and  distributing  this  manual  is  to  insure  that 
you,  as  the  creator  and  user  of  information,  can  manage  your  records  in 
an  ongoing  manner,  without  the  crises  that  result  from  symptomatic 
management. 

This  manual  should  assist  you  to  identify  problem  areas,  answering 
the  question,  "What  is  wrong?"'  The  manual  should  inform  you  as  to 
possible  solutions,  answering  the  question,  "What  can  I  do  about  it7" 
And,  finally,  the  manual  must  supply  you  with  information  about  the 
sequence  of  steps  necessary  to  implement  your  chosen  solution, 
answering  the  question,  "How  do  I  do  it?" 
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Our  aim  is  to  assist  you  in  taking  control  of  a  vital  resource- 
information. 

C.     RECORDS  MANAGEMENT  OBJECTIVES 

The  objective  of  records  management  is  to  decrease  operational 
costs  and  increase  productivity  by  managing  information  efficiently.  In 
order  to  reach  these  goals,  three  criteria  must  be  met:  constant 
attention  to  the  full  LIFECYCLE  OF  RECORDS,  from  creation  to 
disposition;  CONTROL  of  records  processes  and  procedures;  and 
implementation  of  a  CONTINUOUS  PROGRAM  of  management. 

1.  Lifecycle 

The  records  lifecycle  begins  with  creation.  Information  is  arranged 
in  a  form,  form  letter,  or  document;  the  record  is  stored  with  other 
records  related  to  it  by  format,  subject  or  time  of  creation.  These 
record  groups  are  called  series.  Examples  of  three  series  are  client  case 
files,  meeting  minutes  and  general  correspondence. 

While  series  are  maintained  in  the  office,  they  are  arranged  in  a 
manner  that  permits  access.  The  most  accessible  arrangement  is 
arrangement  by  the  most  often  known  filing  feature.  For  example, 
client  name  is  the  most  commonly  known  feature  for  retrieval  of  client 
case  files,  so  in  most  offices,  these  files  are  arranged  alphabetically  by 
client  name.  Meeting  minutes  are  most  often  accessed  by  the  date  of 
the  meeting;  in  most  offices,  minutes  are  arranged  chronologically  by 
meeting  date. 

At  some  point  in  time,  records  in  a  series  will  cease  to  be  useful; 
these  inactive  records  should  be  removed  from  the  file  system.  What 
happens  to  these  records  is  called  disposition.  Disposition  implies  the 
removal  of  records  for  temporary  or  permanent  storage  off-site  or  for 
destruction.  Description  of  the  records'  lifespan  in  the  office,  or  their 
retention  period,  and  their  disposition  is  retained  on  a  Disposal 
Schedule.  For  example,  after  two  years,  the  information  in  a  general 
correspondence  series  may  not  be  needed  again.  The  office  retention  for 
the  series  should  be  two  years;  if  the  information  will  not  be  accessed 
after  that  period,  then  the  final  disposition  of  the  series  should  be 
destruction. 

In  other  cases,  the  series  may  not  be  referenced  frequently  enough 
to  warrant  storage  in  the  office,  but  may  still  have  some  usefulness. 
These  records  may  be  removed  to  the  State  Records  Center,  and 
destroyed  when  reference  use  ceases. 

Still  other  series  may  have  legal,  historical  or  other  long-term 
values;  when  their  usefulness  to  the  creating  office  has  ended,  such 
records  may  be  placed  in  the  State  Archives.  The  Archives  preserves 
and  manages  such  permanent  records. 

2.  Control 

Records  will  have  a  lifecycle,  whether  it  is  controlled  or  not. 
Records  will  be  transcribed  and  used,  and  will  eventually  be  discarded; 
adding  control  to  the  formula,  however,  means  that  records  will  be 
created,  used  and  maintained  in  the  most  efficient  manner  possible,  and 
that  they  will  be  discarded  on  a  regular  basis  when  they  are  no  longer 


useful.  Records  will  flow  from  creation  to  disposition,  without  the 
records  crises  that  plague  offices  that  are  out-of-control. 

Control  of  records,  the  process  called  records  management,  can 
increase  productivity  while  decreasing  operational  costs.  The  office  that 
is  out  of  control  is  wasteful  of  space,  equipment,  supplies,  and  that  most 
precious  resource —  labor. 

In  the  out-of-control  office, 

-  the  final  report  of  the  inter-office  project  cannot  be  written,  as  a 
complete  set  of  the  progress  reports  cannot  be  located.  Each  of  the 
units  involved  in  the  project  thought  that  the  other  unit  was  mamtaining 
copies.  In  order  to  draft  the  final  report,  information  must  be 
reconstructed,  a  labor-intensive  process.  The  information  may  not  be 
entirely  accurate,  and  it  will  be  expensive. 

Project   directors   should   have   designated   the   office  of  the 
RECORD  COPY  for  these  valuable   records.    This  preserves 
valuable   records,   saving  the  cost  of  reconstruction;   it  also 
prevents  duplication  of  records  in  many  offices,  thus  saving  space 
and  labor. 

-  the  attorney  waits  on  the  phone,  while  the  manager  sifts  through  the 
three  manila  folders  that  compose  the  case  file;  after  twenty  minutes 
the  manager  admits  that  the  desired  document  may  not  have  been  filed, 
may  have  been  filed  but  later  lost —  or  may  still  be  in  the  folders 
somewhere. 

The  office  should  develop  guidelines  for  INTERNAL 
ORGANIZATION.  Internal  organization  permits  workers  to  go 
directly  to  the  needed  material;  it  also  permits  an  "instant  audit " 
of  the  file  by  scanning. 

-  one  unit  develops  statistics  on  program  use;  after  publication,  it  is 
discovered  that  another  unit  had  completed  a  similar  study  the  year 
before;  the  records  are  still  in  the  office. 

Ten  percent  of  the  average  research  budget  is  spent  on  duplicated 
efforts;  an  accurate  INVENTORY  OF  RECORDS  maintained  in  the 
office  would  prevent  some  of  this  wastefulness.  An  accurate 
inventory  of  records  can  identify  activities  that  are  not  being 
properly  documented,  permit  better  use  of  existing  records,  and 
identify  duplicates  and  inactive  records,  which  may  be  removed 
from  expensive  office  space. 

-  more  and  more  filing  cabinets  are  purchased  (at  S225  each),  and 
quickly  filled  to  the  brim;  paper  keeps  going  in,  but  none  comes  out — 
quite  a  traffic  jam! 

The  office  will  lose  scarce  and  expensive  personnel  space  to 
storage,  unless  it  assigns  a  lifespan  to  each  record  type,  and 
removes  records  when  they  are  eligible.  This  process,  called 
DISPOSITION,  is  a  valuable  tool  to  save  labor,  space  and  equipment 
costs  used  to  maintain  unnecessary  records.  Removal  of 
unnecessary  records  also  permits  easier  access  to  important 
records,  and  protects  them  from  being  thrown  out  with  the  dross 
when  the  rush  to  recover  personnel  space  begins. 
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The  effort  expended  in  maintaining  control  of  records  is  well 
rewarded.  Know: 

what  you  create; 

how  it  should  be  stored; 

when  it  lessens  in  usefulness. 

3.  Program 

Control  of  the  records  lifecycle,  as  you  see.  can  increase  productivity 
and  decrease  operational  costs,  but  records  management  cannot  be 
accomplished  through  the  efforts  of  a  single  proponent.  The  records  of  a 
government  unit  cannot  be  managed  adequately  by  one  individual —  or  by 
the  creator  or  user  alone.  Nor  can  a  unit's  records  be  adequately 
managed  by  .the  annual  visit  of  an  outside  records  management 
consultant  such  as  a  records  analyst. 

Records  management  must  be  the  joint  responsibility  of  creators, 
users  and  records  keepers  at  all  levels  of  the  agency,  in  a  partnership 
with  the  Records  Management  Unit  and  other  branches  of  the  Secretary 
of  State '  s  Office.  A  continuing  program  to  analyze  procedures,  develop 
and  adopt  guidelines,  training  and  promotion  of  records  management  in 
the  agency  is  essential. 

Creators  must  examine  the  purpose  of  the  records  they  create,  and 
produce  that  information  which  meets  the  needs  of  users.  Records 
custodians  must  be  educated  in  the  most  efficient  and  economic  ways  to 
maintain  records.  Users  must  understand  the  records  lifecycle,  and 
arrange  for  the  destruction  or  removal  of  records  that  are  no  longer 
useful.  None  of  these  objectives  can  be  met  without  educated, 
supportive,  and  cooperative  management  and  clerical  teams. 

Key  to  the  records  management  program  in  any  agency  is  the  Records 
Liaison  Officer  (RLO),  the  individual  assigned  by  the  agency  head  to  take 
responsibility  for  leading  in  disposition  and  management  activities.  The 
RLO  is  authorized  to  develop  Disposal  Schedules  and  Destruction 
Permission  forms  for  the  Records  Conservation  Board,  which  permit 
records  to  be  removed  from  the  office  and  stored  or  destroyed  on  a 
regular  basis.  The  RLO  is  also  the  liaison  to  the  State  Records  Center, 
designating  those  individuals  who  are  authorized  to  request  records  from 
the  center,  and  is  the  liaison  to  the  Records  Management  Unit. 

The  RLO  is  the  funnel  for  records  information  from  the  branches  of 
the  Office  of  the  Secretary  of  State  into  the  agency,  but  the  RLO  s 
most  important  task  is  to  serve  as  the  organizer  and  catalyst  for  records 
management  within  the  agency. 

The  Records  Liaison  Officer,  in  the  agency  with  a  continuous  program 
of  records  management,  is  the  chairman  of  the  Records  Retention 
Committee.  The  Committee  is  composed  of  a  representative  from  each 
unit  that  creates  and  uses  records,  and  includes  a  legal  office 
representative,  an  administrative  services  and  program  representative. 
The  Records  Retention  Committee  meets  to  discuss  the  scheduling  of 
records  upon  the  request  of  a  unit  to  destroy  records  or  store  records 
off-site.  The  Committee  sends  its  recommendations  to  the  Records 
Conservation  Board  (see  Disposition,  Section  7)  via  Disposal  Schedules 
and  Permissions,  signed  by  the  RLO. 
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Schedules,  and  transfer  and  destruction  of  records  are  implemented  by 
the  second-level  managers,  with  the  support  of  the  RLO.  The  RLO  also 
supports  the  managers  and  their  administrative  clerical  personnel  in 
their  efforts  to  develop  and  implement  improved  records  procedures. 

Clerical  personnel  maintain  inventories  of  the  records  held  in  the 
office,  and  identify  records  that  may  no  longer  be  useful.  They  may 
recommend  that  these  records  be  discarded  or  simply  moved  off-site,  to 
less  expensive  storage  space.  These  recommendations  are  discussed  by 
the  Records  Retention  Committee  and  a  representative  from  the 
initiating  office. 

This  program,  illustrated  in  the  chart  below,  capitalizes  on  the 
expertise  and  abilities  of  every  member  of  the  office.  Since  records 
affect  everyone,  records  management  is  most  effective  when  it  relies 
upon  the  understanding  and  efforts  of  all  those  involved. 
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INTERNAL  RECORDS  MANAGEMENT  STRUCTURE 


organizes  RRC; 
meets  with  UH 


UNIT  HEADS  (UH) 


appoints  HC 
to  be  trained 


implements 
schedules 


approves  records 
procedures 


-^>|  HEAD  CLERKS  (H~ 


develops  new  records 
procedures 


completes  inventory 
of  unit  records 


completes  File  Manual 

1 — > 

trains  unit  clerks 

RECORDS 
CONSERVATION 
BOARD  (RCB) 


approves 
schedules 


RECORDS 
RETENTION 
COMMITTEE  (RRC)< 


reviews 
inventory 


submits 
schedules** 


The  objective  of  the  internal  records  management  structure  is  to  equip  each 
agency  to  effectively  maintain,  schedule  and  dispose  of  their  records  on  an 
ongoing  basis. 


*        The  Records  Liaison  Officer  chairs  the  Records  Retention  Committee;  the 
committee  is  composed  of  Unit  Heads  and  includes  fiscal,  legal  and  admini- 
strative representatives. 

**       Disposal  Schedules  (RCB-1)  and  Premissions  (RCB-2,  RCB-2M,  RCB-2T) 
which  authorize  retention  periods  for  series  of  records  and  destruction  or 
or  transfer  of  groups  or  records,  respectively,  follow  the  same  path  in  this 
outline. 
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DEFINITION:  WHAT  IS  A  RECORD? 


A.  DEFINITION 

RECORDS,  as  defined  by  MGL  c  4,  s  7,  are  "books,  papers,  maps, 
photographs,  recorded  tapes,  financial  statements,  statistical  tabula- 
tions, or  other  documentary  materials  or  data,  regardless  of  physical 
form  or  characteristics.''  This  includes  machine  readable  records  of  all 
types,  such  as  magnetic  tapes  (computer,  audio  and  video),  disks  and 
punch  cards,  as  well  as  microfilm  materials,  such  as  film  and  microfiche. 

Any  of  these  materials  that  are  "made  or  received  by  any  officer 
or  employee  of  any  agency,  executive  office,  department,  board, 
commission,  bureau,  division  or  authority  established  by  the  general 
court  to  serve  a  public  purpose"  are  state  records,  subject  to  state  laws 
concerning  access  to  public  records  (MGL  c  4,  s  7,  MGL  c  66,  s  10), 
preservation  (MGL  c  66,  s  8),  confidentiality  (MGL  c  66A)  and  disposition 
(MGL  c  30,  s  42). 

In  simple  terms,  state  records  are  made  or  received  in  the  conduct 
of  government  business.  They  relate  directly  to  the  functions  of  an 
office  and  they  document  those  functions  These  characteristics,  and  not 
physical  form  or  format,  determine  records  status. 

1.  Nonrecord  Materials 

Not  all  documents  in  an  office,  however,  are  records.  "Nonrecord'* 
material  is  not  subject  to  records  law,  and  includes  published  materials, 
such  as  books  and  reports,  identical  duplicates  of  items  in  the  same  file, 
convenience  copies,  drafts  and  working  papers,  blank  forms,  information 
copies  of  correspondence  and  other  papers  on  which  no  documented 
administrative  .action  is  taken. 

Nonrecord  material  may  be  removed  with  the  approval  of  the 
appropriate  agency  manager,  if  the  removal  does  not  diminish  the 
official  record  or  violate  confidentiality  required  by  security,  privacy,  or 
other  legally  protected  interests. 

It  is  important  to  note  that  some  copies  may  have  record  status 
because  each  serves  a  different  function.  Copies  of  a  single  item  may  be 
distributed  to  units  where  the  documents  are  annotated  with  additional 
information.  These  copies  would  then  have  record  status. 

2.  Record  Copy 

Frequently,  even  where  multiple  copies  of  a  document  have  record 
status,  only  one  is  designated  the  official,  or  RECORD  COPY.  This  is 
the  copy  of  the  record  that  is  maintained  for  the  longest  period  of  time, 
to  which  others  can  refer,  if  necessary,  after  their  copies  have  been 
discarded. 

When  several  copies  of  a  document  exist,  there  is  danger  that  all 
holders  will  discard  their  copies,  under  the  assumption  that  another 
office  has  maintained  a  copy.  An  example  might  be  the  progress  reports 
of  a  task  force,  or  minutes  of  inter-office  meetings;  participants  may 
discard  their  copies,  under  the  assumption  that  they  can  obtain  a  copy 
from  a  colleague  should  they  require  it. 


The  information  that  is  lost  in  this  way  may  be  difficult,  even 
impossible,  to  reconstruct.  Protect  yourself  and  the  work  of  others: 
designate  the  office  of  record,  the  office  that  will  maintain  responsibilty 
for  the  record  copy. 

With  the  large  and  routine  distribution  of  copies  made  easy  and 
inexpensive  due  to  photocopy  technology,  many  offices  are  beseiged  by 
copies  of  materials  in  which  they  are  only  peripherally  interested. 
Establishing  the  record  copy  will  permit  these  offices,  which  hold 
nonrecord  copies,  to  discard  their  copies  after  use.  In  some  cases,  this 
will  result  in  considerable  space  savings. 

3.      Designating  Record  Copy 

In  many  cases,  the  record  copy  is  the  copy  held  in  the  originating 
office.  This  is  true  of  general  correspondence  in  most  cases,  and  certain 
other  records,  such  as  reports  and  minutes,  where  the  originating  office 
is  clearly  the  designated  custodian. 

In  other  cases,  the  appropriate  office  of  record  may  be  less 
apparent.  The  record  copy  may  have  one  or  more  of  the  following 
characteristics;  it  may  be: 

*  the  copy  containing  the  most  substantive,  original  or  complete 
information; 

*  the  copy  mandated  by  law; 

*  the  copy  that  is  audited; 

*  the  copy  having  legal  authority; 

*  the  copy  maintained  by  the  creator; 

*  the  copy  maintained  by  the  receiver; 

*  or  other  copy  which  serves  to  document  action,  or  is  the  only 
copy  of  the  document  that  exists  in  that  form. 

In  addition  to  these  characteristics,  other  factors  should  be 
considered  when  determining  record  copy:  arrangement,  condition  and 
storage  location.  These  factors  are  of  concern  because  units  other  than 
the  nolding  unit  may  require  access  to  the  records. 

Is  the  copy  proposed  as  the  record  copy  arranged  in  an  accessible 
manner?  Can  persons  locate  needed  information?  For  example,  if  records 
relating  to  facilities  are  arranged  by  geographical  location,  and  most 
users  know  only  the  proper  names  of  the  facilities,  a  different  copy 
should  be  considered  for  record  copy  status  instead  of,  or  in  addition  to, 
the  geographically  arranged  records. 

The  physical  condition  and  storage  location  of  the  records  should 
also  be  assessed.  Records  in  good  condition  that  are  stored  securely 
should  be  given  precedence  over  similar  records  that  are  damaged  or 
stored  in  ha2ardous  locations. 

It  may  be  advisable  to  request  the  agency  Records  Retention 
Committee's  approval  on  establishing  the  office  of  record.  In  this  way. 
persons  from  across  the  agency  can  contribute  to.  and  be  made  aware  of. 
the  record  copy  designations  (see  Section  7,  Disposition,  for  more 
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information  on  the  Records  Retention  Committee).  A  Record  Copy 
Worksheet  may  be  the  most  convenient  way  to  submit  information  to  the 
Committee. 

The  Record  Copy  Worksheet  described  here  is  a  sample  format  that 
may  be  used  to  list  information  on  sources  of  duplicate  information.  One 
worksheet  should  be  completed  for  each  group  of  duplicate  records  or 
records  holding  duplicate  information.  This  might  be  two  groups  or  it 
might  be  ten  groups. 

In  columns  one  through  three,  list  the  name  of  the  record  group, 
the  name  of  the  holding  office,  and  its  location. 

Describe  the  arrangement  of  records  in  column  four  and  how  the 
records  are  accessed.  Arrangement  might  be  alphabetical  by  client 
name  or  numerical  by  client  number,  for  example.  The  records  might  be 
accessed  directly,  or  through  an  index.  If  an  index  is  used,  describe  the 
arrangement  of  the  index,  such  as  alphabetical  by  facility  location. 

In  column  five,  list  the  type  of  material;  this  might  be  photocopies, 
carbons,  originals,  draft  materials  or  mixed.  Note  which  group  of 
records  might  be  used  in  Litigation  or  in  an  audit  study  in  column  six. 

Analyze  the  information:  which  copy  most  closely  fits  the 
characteristics  mentioned  above? 

For  assistance  in  determining  record  copy,  contact  a  records 
management  analyst  (727-2816). 


[ 
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B.    ORGANIZATION  OF  INFORMATION 


Information  has  a  physical  organization  and  an  "intellectual 
organization.  Physically,  information  is  contained  in  symbols,  inscribed 
on  paper  or  other  media;  these  individual  items  are  arranged  with  others 
and  stored  in  some  fashion.  Intellectual  organization  of  information 
refers  to  the  function  to  which  the  information  is  related,  and  its  use; 
function  and  use  determine  the  arrangement  of  the  records,  their  value 
and  lifespan. 

1.     Physical  Organization 

Information  is  collected  and  received  by  units  of  state  government 
in  a  variety  of  ways;  the  vast  majority  crosses  our  desks  in  the  form  of 
paper  file  items.  The  file  item  may  be  one  piece  of  paper,  or  several 
related  sheets  stapled  together. 

Individual  file  items  may  be  arranged  with  like  items  in  one  group, 
or  several  items  may  be  brought  together,  into  a  file  unit,  and  arranged 
with  like  units  in  one  group.  For  example,  individual  file  items  such  as 
invoices  or  vouchers  may  be  arranged  together  in  one  group.  In  other 
cases,  file  items  such  as  correspondence,  contracts  and  applications  may 
be  brought  together  into  a  folder  because  they  relate  to  a  specific 
transaction;  this  folder  would  then  be  arranged  with  other  folders  which 
document  the  same  class  of  transaction. 

Each  group  of  file  items  or  units  that  are  arranged  together  as  a 
discrete  group  is  a  series.  Records  in  a  series  may  relate  to  a  particular 
function,  result  from  the  same  activity,  have  particular  form  or  have 
some  other  relationship  arising  from  their  creation,  receipt  or  use. 

Another  way  to  think  of  a  record  series  is  a  group  of  records  that 
has  similar  characteristics,  are  likely  to  be  stored  together,  and  should 
not  be  mixed  with  other  groups  of  records  in  the  office.  Most  series 
have  a  beginning  and  an  end;  often  offices  will  maintain  one  or  more 
alphabetical  files  which  run  from  A  to  Z.  Each  of  these  is  a  series. 
Other  examples  of  series  you  might  find  in  your  office  are  contracts, 
meeting  minutes,  and  project  files. 

Series  are  stored  separately  from  each  other  because  this  permits 
greater  control.  A  smaller  group  of  records  means  a  decreased  area  of 
search;  there  is  less  material  to  look  through  to  locate  a  record.  More 
importantly,  each  series  may  be  arranged  in  the  manner  that  most  suits 
that  type  of  record. 

Imagine  that  all  file  items  in  your  office  were  arranged  together,  in 
one  alphabetical  series.  Imagine  how  many  items  would  be  filed  under 
the  letter  "A;"  how  long  would  it  take  you  to  locate  the  needed  record9 
Accessing  certain  materials  would  be  even  more  difficult.  If  you  knew 
only  the  date  the  invoice  was  processed,  not  the  exact  vendor  name,  how 
could  you  locate  the  record  at  all9 

This  does  not  mean  that  records  series  in  an  office  may  not  be 
related.  Every  office  has  a  group  of  records  series  that  work  together  to 


permit  the  office  to  perform  its  duties;  such  a  group  is  a  records 
system.  Ideally,  removal  of  inactive  records  from  an  office  is  planned 
for  the  entire  records  system  at  one  time.  If  planning  does  not  occur  on 
the  system  level,  records  may  be  removed  that  render  records  still  in  the 
office  useless.  An  example  of  a  records  system  are  the  series  of  case 
files,  indexes  and  logs  most  offices  use  to  document  and  track  projects 
or  clients.  If  the  index  was  removed  from  the  office,  how  would  you 
access  the  case  files? 

2.    Types  of  Records 

The  intellectual  organization  of  information  relates  to  the  function 
of  the  information  and  how  it  is  used.  There  are  many  functional  types 
of  records,  but  the  most  common  types  in  government  are: 

1.  Correspondence 

2.  Transitory  Correspondence 

3.  Case  Records 

4.  Technical  Reference  Materials 

5.  Extra  "Convenience"  Copies 

6.  Machine  Readable  Records 

7.  Cards 

Each  office  may  have  one,  two  or  more  series  of  each  type. 

In  some  cases,  the  functional  type  of  the  material  will  indicate 
likely  arrangements  and  appropriate  retention  periods.  For  example, 
Transitory  Correspondence  usually  loses  its  usefulness  more  quickly  than 
does  general  correspondence,  and  should  have  a  brief  retention  period,  or 
lifespan,  in  the  office.  Removal  of  such  records  on  a  regular  basis  is 
enhanced  by  a  chronological  arrangement  by  date  of  receipt;  this  permits 
a  records  keeper  to  determine  quickly  what  is  old  enough,  and 
infrequently  used  enough,  to  warrant  removal. 

Technical  Reference  material,  such  as  printed  reports,  periodicals 
and  special  studies,  are  sometimes  stored  with  general  correspondence 
because  both  types  are  used  by  subject.  Because  only  the  most  current 
information  is  usually  accessed,  reference  material  is  often  discarded 
when  superceded;  in  the  case  of  periodicals,  a  specific  number  of  the 
most  recent  issues  are  maintained. .  Removal  of  obsolete  reference 
material  is  enhanced  when  these  items  are  stored  together,  away  from 
correspondence  material,  by  subject  area.  It  is  a  simple  matter  to 
remove  the  outdated  item  when  filing  the  new  item,  or  to  remove  the 
oldest  periodical  when  the  new  issue  is  filed. 

Cards  are  usually  used  for  tickler  or  quick-reference  files,  or  for 
indexes.  In  both  cases,  cards  are  frequently  arranged  in  alphabetical 
order,  and  cards  continue  to  be  added  to  the  file,  without  regard  to  the 
age  of  the  file.  This  means'  that  the  card  file  grows  and  grows,  while 
only  a  small  portion  of  the  file  is  actually  used.  This  can  be  prevented 
by  periodically  "'breaking''  or  "cutting  off"  the  file.  Breaking  the  file  is 
the  process  whereby  a  new  file  is  started.  The  old  file  is  maintained  m 
the  office,  however,  until  it  is  infrequently  accessed,  or  until  the 
information  it  contains  decreases  in  value.   The  period  of  time  after 
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which  the  file  is  "broken"  depends  on  how  it  relates  to  the  records 
system  of  which  it  is  a  part. 

Extra  " Convenience "  Copies  of  documents  created  or  received  are 
kept  by  many  offices  to  make  access  to  current  information  quick  and 
easy.  Often  these  are  copies  filed  into  general  correspondence  or  case 
files;  these  extra  copies  can  clog  files  with  paper  that  loses  its 
usefulness  quickly.  It  is  better  to  store  the  Extra  Copies  separately, 
such  as  in  a.  "day"  file,  and  discard  material  as  its  usefulness  declines. 

Correspondence  material,  such  as  letters,  memoranda,  telegrams, 
enclosures,  reports,  and  miscellaneous  materials,  are  often  arranged  by 
subject  and  called  "the  central  file"  or  "the  subject  correspondence 
file." 

This  type  of  material  is  the  second  largest  in  most  offices.  Because 
these  materials  are  useful  for  varying  periods  of  time,  and  because  the 
subject  arrangement  makes  it  difficult  to  remove  inactive  materials,  the 
subject  correspondence  file  requires  special  consideration.  See  Section 
3,  Files  Management,  for  more  information. 

The  most  common  type  of  record  by  far  is  the  Case  File.  This  file 
type  contains  material  relating  to  a  specific  action,  event,  person, 
organization,  location,  product  or  thing.  This  type  of  record  differs  from 
subject  files  in  that  case  files  relate  to  specific  transactions,  a  specific 
violation,  for  example;  subject  files  contain  general  information,  such  as 
information  on  the  policy  governing  violation  hearings.  Items  commonly 
case  filed  relate  to: 

Contracts, 

Investigations, 

Research  Projects, 

Personnel  Transactions, 

Clients. 

Case  records,  while  convenient  for  the  user,  have  certain  inherent 
problems. 

a.    Case  Files 

Case  files  have  a  tendency  to  become  repositories  for  transitory 
materials.  Important  items  are  sometimes  lost  in  large  case  files,  when 
papers  are  filed,  removed  and  refiled  in  a  haphazard  manner.  Lack  of 
standardization  in  organization  means  that  persons  using  the  files  may 
not  know  where  items  within  the  case  can  be  located. 

Internal  organization  can  prevent  many  of  the  problems  inherent  in 
case  files.  Internal  organization  assumes  that  there  are  certain  items 
that  are  essential  to  the  file,  that  specific  items  will  be  easier  to  locate 
if  they  are  organized  in  a  predetermined  order,  and  that  organization 
will  simplify  the  removal  of  short  term  transitory  items  and  the 
protection  of  longer  term  material.  _^ 

Internal  organization  focuses  on  two  areas:  the  identification  of 
essential  items,  and  the  placement  of  those  items  within  the  case  file. 
Essential  items  are  those  needed  to  document  the  transactions;  these  are 
usually  the  longer  term  items.  They  can  be  identified  by  an  examination 
of  current  files.  Essential  papers  may  be: 
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1.  papers  authorizing  the  transaction,  describing  purpose,  objectives, 
or  methodology; 

2.  documentation  of  significant  decisions,  or  actions  taken  during 
the  transaction,  summaries  of  data,  etc; 

3.  documentation  of  completion  of  the  transaction,  such  as  final 
report,  action  or  other  product. 


Organization  of  essential  and  transitory  items  within  the  case  file 
can  facilitate  locating  specific  items  and  in  removing  obsolete  transitory 
items.  There  are  numerous  ways  to  organize  material,  but  it  should  be 
specific  enough  to  be  helpful  in  locating  items,  and  should  be  based  on 
logical  divisions  that  the  user  will  know  automatically.  These  may  be 
functional  or  chronological. 

A  requisition  file  or  project  file  may  be  chronologically  organized  so 
that  the  initial  documentation,  the  paper  that  initiated  the  process,  is 
the  first  item  in  the  folder;  materials  documenting  successive  steps  in 
the  process  follow.  In  the  case  of  a  requisition  file,  the  contract,  the 
end  product  of  the  negotiation  transaction,  is  the  final  item  in  the  folder. 

Client  files  of  all  types  are  usually  organized  by  function,  and,  to 
some  extent,  by  reference  pattern.  Admissions/Discharge,  Diagnosis, 
Service  Plans,  Evaluation/Reviews,  and  other  sections  based  on  function 
are  organized  by  the  frequency  with  which  they  are  referenced.  The 
most  frequently  referenced  material  is  assigned  to  the  front  of  the 
folder,  and  so  on. 

In  all  cases,  transitory  items,  such  as  routine  correspondence, 
transmittals,  telephone  messages,  and  other  items  of  short-term  value, 
should  be  filed  in  a  separate  folder  that  is  appended  to  the  case  file,  or 
should  be  segregated  within  the  case  file  itself.  See  Section  3,  Files 
Management  for  more  information. 

The  key  to  using  internal  organization  effectively  is  to  maintain  a 
written  list  of  the  sections,  their  order,  and  those  items  that  are  eligible 
for  inclusion  in  each  section.  In  some  agencies,  the  list  of  items  to  be 
filed  is  printed  on  the  divider  facing  each  section.  This,  and  other 
practices  which  enhance  standardization,  improve  access  to  materials. 
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FILES  MANAGEMENT 


Files  management  is  one  of  the  most  important  components  of 
records  management.  Disposition,  the  systematic  removal  of  records 
from  the  office,  is  often  given  more  attention;  disposition  is  viewed  as  a 
problem-solver  because  it  results  in  tangible  benefits-  immediate 
savings  in  space  and  equipment  costs. 

Files  management  has  less  dramatic  effect  on  operational  costs, 
but  much  greater  effect  on  productivity.  We  maintain  information  in  our 
offices  because  we  need  access  to  it.  Files  management  involves  the 
arrangement  of  information,  the  process  that  leads  to  filing  information, 
and  the  equipment  in  which  the  information  is  stored.  Files  management 
is  the  key  to  maintaining  information  in  an  accessible  fashion,  to  using 
records  in  the  most  efficient,  and  economic  and  accessible  manner 
possible. 

Files  management  requires  record  keepers  to  make  decisions  about 
the  organization  of  records  in  the  file,  what  should  and  shouldn't  enter 
the  file,  how  inactive  records  leave  the  file,  and  how  records  are  stored 
while  in  the  file.  No  improvement  in  management  can  be  made  until 
current  needs  and  practices  are  understood  and  assessed,  and  conscious 
decisions  are  made  to  alter  practices  where  needed. 

A.  ARRANGEMENT 

Each  group  of  records  that  is  stored  together,  due  to  similarities  in 
form,  creation  or  use,  is  a  series.  A  series  is  composed  of  individual 
records  or  filing  units  that  are  arranged  in  some  fashion  within  the 
series.  The  ARRANGEMENT  of  the  file  units  strongly  effects  the 
productivity  and  efficiency  of  the  series.  Inappropriate  arrangement 
increases  the  effort  required  to  access  records  and  may  even  increase 
the  likelihood  of  records  loss. 

Proper  arrangement  is  arrangement  that  reflects  the  way  records 
are  used.  The  best  arrangement  requires  the  searcher  to  look  in  only  one 
place  to  find  the  needed  record.  While  indexes  and  multi-step  searches 
are  sometimes  unavoidable,  the  best  solutions  more  often  preclude  the 
need  for  an  index. 

Agency  staff  assigned  to  develop  arrangements  must  consider  what 
the  user  is  likely  to  know  about  the  record  automatically. 

Subarrangements  should  be  used  where  needed.  Subarrangements, 
which  are  internal  or  secondary  arrangements,  narrow  the  field  of  search 
for  records  users,  making  accessing  files  easier  and  faster. 

1.      Filing  Features 

Each  filing  unit,  whether  it  be  a  form,  a  piece  of  correspondence, 
certificate,  or  file  folder,  has  a  variety  of  FEATURES.  A  feature  is  a 
standard  category  of  identifying  information  that  appears  on  all  filing 
units  in  a  series.  Filing  'units  may  be  arranged  in  accordance  with  one  of 
these  features.  Some  sample  features  are: 

1.  SURNAMES  of  individuals: 

2.  TITLES  of  projects;  transactions  or  reports; 

3.  LOCATIONS, 


4.  NUMBERS  assigned  to  locations;  projects; 
organizational  units  or  individuals; 

5.  DATES  prepared,  used,  issued  or  received;  and 

6.  SUBJECT  TOPICS  describing  informational  content. 

Different  series  will  be  organized  by  different  features. 
For  example,  a  series  of  client  files  may  be  arranged  by  SURNAME, 
from  A  to  Z.  Correspondence  may  be  arranged  chronologically  by  the 
DATE  issued,  or  alphabetically  by  the  SUBJECT  TOPIC  which  describes 
its  content,  or  by  the  SURNAME  of  the  individual  to  whom  it  is 
addressed.  Construction  project  files  may  be  arranged  alphabetically  by 
the  project  TITLE  or  by  the  project  LOCATION,  or  numerically  by  the 
project  NUMBER. 

The  following  information  relates  to  five  construction  project  files, 
as  is  indicated,  the  files  can  be  arranged  in  several  different  ways. 
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ARRANGEMENT  BY: 


TITLE 

LOCATION 

NUMBER 

BLEECKER  OFFICES 

1 1 5  Conffrpss  Strppt 

PROIECT  #•  01-935 

79  French  Place 

ACTON 

Kingsbury  Apts 

Boston 

Clarence  Condominiums 

29  Martin  Road 

Historic  Renovations 

DeVolpe  Construction 

Norfolk 

Project  #:  02-557 

Project  #:  15-822 

Colin  Associates 

CLARENCE  CONDOMINIUMS 

7Q  Frpnrh  Placp 

PROIECT  #•  02-113 

115  Congress  Street 

BOSTON 

Sunny  Estates 

Acton 

Bleecker  Offices 

50  Willow  Lane 

DeVolpe  Construction 

Historic  Renovations 

Boston 

Project  #:  15-822 

Project  #:  02-557 

Harold  Doldt.  Inc. 

FARLEIGH  ARMS 

50  Willow  Lanp 

PROIECT  #•  02-557 

34  Farleigh  Court 

BOSTON 

Bleecker  Offices 

Worcester 

Sunny  Estates 

79  French  Place 

Newton  &  Greene 

Harold  Doldt,  Inc. 

Boston 

Project  #:  07-524 

Project  #:  02-113 

Historic  Renovations 

KINGSBURY  APTS 

?Q  Martin  RnaH 

3    IVICLX  1111  IVUuU 

PROIECT  #•  07-524 

29  Martin  Road 

NORFOLK 

Farleigh  Arms 

Norfolk 

Kingsbury  Apts 

34  Farleigh  Court 

Colin  Associates 

Colin  Associates 

Worcester 

Project  #:  01-935 

Project  #:  01-935 

Newton  &  Greene 

SUNNY  ESTATES 

34  Farleigh  Court 

PROJECT  #:  15-822 

50  Willow  Lane 

WORCESTER 

Clarence  Condominiums 

Boston 

Farleigh  Arms 

115  Congress  Street 

Harold  Doldt,  Inc. 

Newton  &  Greene 

Acton 

Project  #:  02-113 

Project  #:  07-524 

DeVolpe  Construction 

a.      Arrangement  Equals  Access 


The  arrangement  of  the  records  that  is  selected  must  be  based  on 
the  FEATURE  THAT  IS  MOST  OFTEN  KNOWN  BY  THE  USER.  This 
insures  that  the  user  can  gain  quick  and  easy  access  to  needed  records. 

It  is  necessary  to  determine  how  the  records  are  used  before 
selecting  an  arrangement.  What  information  does  the  user  have  before 
referring  to  an  index  or  opening  a  file  drawer? 

In  the  case  of  the  construction  project  files:  are  users  more  likely 
to  know  the  title  of  the  project  or  its  location?  Are  persons  using 
correspondence  files  more  likely  to  know  the  date  the  letter  was  sent, 
the  content  of  the  letter,  or  the  person  to  whom  it  was  sent? 

Failure  to  arrange  records  by  the  feature  most  often  known  can 
reduce  the  productivity  of  the  office.  Poor  arrangement  increases  the 
time  required  to  file  and  access  records,  and  may  burden  the  office  with 
the  additional  task  of  creating  and  maintaining  an  index.  The  following 
examples  will  help  make  this  issues  more  concrete: 

A)  In  one  office,  a  series  of  certificates  have  been  created  and 
maintained  for  ten  years.  The  arrangement  pattern  is  based  on  the 
feature  DATE.  Certificates  are  arranged  by  the  year  issued,  one  drawer 
for  each  year.  In  each  year,  the  certificates  are  arranged  alphabetically 
by  the  surname  of  the  certified  individual.  However,  the  certificates  are 
requested,  and  retrieved  by  surname  only  -  not  by  year.  SURNAME  is 
the  feature  most  often  known  by  the  user. 

Because  the  certificates  are  arranged  by  year,  each  search  requires 
the  examination  of  up  to  ten  groups  of  certificates,  one  for  each  year  in 
which  the  individual's  certificate  may  have  been  issued.  The  search  for 
a  certificate  in  the  current  arrangement  may  take  ten  times  as  long  as  it 
would  if  records  were  arranged  by  surname  alone.  Each  year  the 
arrangement  is  used  adds  another  group  of  records  to  be  searched. 

B)  In  another  office,  a  series  of  files  on  licensed  individuals  are 
arranged  by  APPLICATION  NUMBER.  The  main  alphabetical  index, 
however,  leads  searchers  from  surname  to  LICENSE  NUMBER. 

In  order  to  locate  records,  users  maintain  a  secondary,  numerical 
index,  that  leads  searchers  from  license  number  to  application  number. 
Maintaining  an  index  is  a  time-consuming  process;  in  this  unit,  twice  the 
work  necessary  is  being  done. 

An  arrangement  by  license  number  would  reduce  the  current  effort 
by  half;  an  alphabetical  arrangement,  based  on  surname,  the  feature 
most  often  known  by  the  user,  would  reduce  the  required  effort  even 
further. 

b.  Subarrangements 

When  the  feature  on  which  the  arrangement  pattern  is  based  is  not 
unique,  subarrangement  may  be  useful.  Subarrangement  is  a  secondary, 
internal  arrangement  of  records,  based  on  a  filing  feature. 

The  user  of  construction  project  files  may  know  project  location 
most  often,  so  location  is  the  feature  on  which  the  arrangement  pattern 


is  based.  But  there  may  be  thirty  construction  projects  in  Boston.  How 
then  does  the  user  locate  the  file?  Must  the  searcher  examine  each  file 
until  the  needed  folder  is  located? 

A  subarrangement  can  decrease  the  area  of.  search.  In  the  case  of 
construction  project  files,  a  subarrangement  by  project  title  will  make 
accessing  the  files  faster.  The  user  need  not  know  the  exact  title;  even 
the  first  alphabetic  character  of  the  title  will  narrow  the  field 
substantially. 

Subarrangement  is  not  always  necessary.  For  example,  if  the 
construction  project  files  were  arranged  by  title  (a  unique  feature),  no 
subarrangement  would  be  necessary.  If  the  files  were  arranged  by 
project  number  (also  a  unique  feature),  again  no  subarrangement  would 
be  required.  This  arrangement,  however,  might  require  an  index. 

2.      Selecting  Arrangements 

It  is  important  to  assess  the  needs  of  the  user  first,  but  two  other 
factors  should  be  considered  as  well: 

1)  the  filing  and  accessing  speed  of  the  arrangement, 

2)  the  need  to  remove  inactive  records  from  the  active  records 
in  a  series. 

Records  keepers  must  weigh  the  relative  merits  of  each  scheme. 

1)  Certain  arrangements  allow  faster  filing  and  retrieval.  Where 
several  features  are  known  by  users,  it  is  preferable  to  use  features 
based  on  digits,  rather  than  alphabetic  characters.  Examples  are  DATES 
and  NUMBERS/SYMBOLS.  Numeric  features  permit  the  most  speedy 
and  accurate  filing  because  they  usually  appear  on  the  item  to  be  filed; 
there  is  no  risk  of  misspellings.  Shorter  numbers,  like  dates,  are  also 
easy  to  scan  and  remember. 

The  next  most  desirable  features  are  SURNAMES  of  individuals  and 
TITLES  of  organizations,  projects,  etc.  Names  are  the  most  efficient 
alphabetic  feature.  This  feature  is  usually  prominently  displayed  on  the 
record,  making  filing  easier.  However,  like  all  alphabetically  arranged 
files,  misspellings  can  mean  irretrievably  lost  files.  (See  the  Filing 
Chart,  Appendix,  for  more  information.) 

2)  Disposition,  the  removal  of  inactive  records,  is  hindered  by  certain 
arrangements  and  enhanced  by  others.  While  arrangement  decisions 
should  not  be  based  on  disposition  alone,  the  need  for  records  removal 
should  be  considered.  The  key  to  disposition  is  identifying,  locating,  and 
removing  the  inactive  record. 

Series  arranged  by  DATES  are  the  easiest  groups  from  which  to 
remove  inactive  material.  The  least  active  material  will  be  easy  to 
identify  and  remove.  It  is  the  oldest  material,  physically  isolated  at  one 
end  of  the  file  system. 

Some  arrangements  based  on  NUMBERS/SYMBOLS  have  similar 
characteristics.  This  is  particularly  true  where  symbols  are  encoded 
with  a  date,  or  where  a  senes  of  files  arranged  by  number  are  active  for 
similar  periods  of  time. 

In  some  of  these  series,  a  record  assigned  a  number  two  years  ago 


is  active,  while  a  record  assigned  a  number  two  months  ago  is  inactive. 
In  this  case,  it  is  not  possible  to  devise  an  arrangement  that  will  enhance 
disposition.  Another  method  must  be  used  to  permit  removal  of  inactive 
material. 

In  the  case  of  the  certificates  mentioned  earlier  on  page  3-4.  an 
arrangement  was  used  to  enhance  disposition:  the  certificates  were  filed 
by  date  issued,  and  subarranged  alphabetically  by  the  surname  of  the 
certified  individual.  The  certificates  were  requested,  however,  by 
surname  only.  Consequently,  this  series  can  be  more  logically  arranged 
by  surname.  No  subarrangement  will  be  necessary. 

How  can  disposition  be  carried  out  if  such  a  change  is  made7  There 
are  a  variety  of  options.  One  might  be  to  color  code  the  cards,  so  that 
cards  issued  in  a  particular  year  can  be  identified  and  removed  when  that 
year's  certificates  are  no  longer  valid. 

Agency  staff  should  carefully  review  the  variables  prior  to  making 
a  decision  about  changing  the  current  arrangement  of  an  existing  series 
or  devising   an   arrangement   for   a   new   series.     Compromise  will 
sometimes  be  necessary  where  solutions  are  not  well-defined.  See  the 
"Guide  to  Systems  for  Arranging  Files''  (Appendix)  for  more  information. 

3.      Subject  Filing 

Arrangement  by  the  feature  SUBJECT  TOPIC  requires  special 
consideration  due  to  its  complexity.  This  arrangement  should  be 
sparingly  used.  Subject  filing  must  be  based  on  a  thorough  understanding 
of  the  agency's  functions  and  activities.  It  is  not  a  simple  task.  Subject 
filing  is  also  more  labor-intensive  than  other  arrangements.  Each  item 
to  be  filed  must  be  read,  assessed,  marked  with  the  correct  heading,  and 
filed.  It  is  also  the  most  difficult  type  of  arrangement  in  which  to 
identify  and  locate  inactive  records.  Active  and  inactive  records~are 
frequently  mixed  together. 

Despite  its  disadvantages,  subject  filing  is  appropriate  for  certain 
series.  It  is  frequently  used  for  general  correspondence  and  records 
series  that  document  repetitive  housekeeping  and  facilitative  functions. 
If  properly  maintained,  the  subject  file  can  be  a  useful  way  to  store  and 
access  records. 

Subject  filing  is  arrangement  by  general  informational  content  of 
the  records,  in  a  hierarchical  order  of  subject  topics.  Its  purpose  is  to 
bring  together  all  papers  on  the  same  topic  to  make  it  easier  to  find 
information  when  needed;  subject  filing  in  hierarchical  order  (called 
classification)  limits  the  area  of  search  by  keeping  related  subjects 
together. 

Subject  files  usually  consist  mainly  of  correspondence  but  may  also 
include  forms,  reports  and  other  material  that, relate  to  programs  and 
functions,  and  not  to  specific  cases.  It  is  important  to  distinguish 
between  a  subject  file,  which  documents  general  planning  and  operations, 
and  a  case  file,  which  documents  a  specific  action,  event,  person, 
project,  organization,  etc.  A  letter  regarding  a  specific  contract  or 
purchase  belongs  in  a  case  file,  while  a  memo  on  procurement  policy 
belongs  in  a  subject  file. 


a.      Classification  Schemes 


Interrelated  subjects  are  grouped  in  accordance  with  the  agency 
functions  and  activities  from  which  they  derive,  in  a  tree-Like  structure. 

A  classification  scheme  is  a  hierarchical  structure  that  shows  how 
records  relate  to  the  function  they  document.  The  body  of  records  is 
first  divided  into  broad  functional  categories  to  which  they  relate,  called 
primary  subject  areas.  Examples  of  primary  subject  areas  based  on 
functions  are: 

ADMINISTRATIVE  SERVICES 
FINANCIAL  MANAGEMENT 
INFORMATION  AND  PUBLIC  RELATIONS 
PERSONNEL 

PROCUREMENT  AND  CONTRACTING. 

Primary  subjects  are  then  divided  into  secondary  categories. 
Examples  of  secondary  categories  are: 

ADMINISTRATIVE  SERVICES 
Buildings  and  Grounds 
Office  Equipment  and  Supplies 
Printing  and  Reproduction 

FINANCIAL  MANAGEMENT 

Collections  and  Receipts 
Disbursements 

INFORMATION  AND  PUBLIC  RELATIONS 
Publications 
Public  Opinion 

PERSONNEL 

Employee  Relations  and  Services 

Performance  Evaluation 

Recruitment,  Selection  and  Appointment 

PROCUREMENT  AND  CONTRACTING 
Suppliers  and  Contractors 
Contract  Administration. 


Secondary  categories  are  divided  into  tertiary  subject  areas  which 
describe  subsidiary  programs,  objects  acted  upon,  or  specific  projects. 
Examples  of  tertiary  subject  areas  within  the  secondary  categories 
follow: 

ADMINISTRATIVE  SERVICES 
Buildings  and  Grounds 
acquisitions 

facilities  and  maintenance 
space  management 
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Office  Equipment  and  Supplies 

maintenance  and  repair 

purchases 

surplus  property 
Printing  and  Reproduction 

graphic  services 

copying  services 

printing  and  binding 

FINANCIAL  MANAGEMENT 
Collections  and  Receipts 
accounts  receivable 
adjustments 

checks,  money  orders,  currency 
Disbursements 

accounts  payable 
adjustments 

INFORMATION  AND  PUBLIC  RELATIONS 

Publications 
annual  reports 
articles 

newsletters  and  house  organs  * 
press  releases 
Public  Opinion 

congratulations,  appreciation 
criticism 

PERSONNEL 

Employee  Relations  and  Services 

appeals  and  grievances 

conduct  of  employees 

disciplinary  and  adverse  actions 
Performance  Evaluation 

documentation  and  processing  . 

rating  and  appraisals 
Recruitment,  Selections  and  Appointments 

advertising  and  publicity 

appointments 

examinations  and  testing 

qualifications 

PROCUREMENT  AND  CONTRACTING 
Suppliers  and  Contractors 

bidder  lists 

ineligible  bidders 

catalogs,  price  lists  and  schedules 
Contract  Administration 

contract  monitoring 

changes  and  modifications 

costs  and  billing  rates 

Source:  U.S.  Office  of  Federal 
Records  Centers 
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Not  every  agency  will  use  all  topics  in  the  system.  Some  agencies 
might  even  add  more  (or  different)  subjects  to  the  scheme  as  required. 
The  classification  scheme  must  be  tailored  to  the  user  agency.  When 
developing  a  scheme  for  a  subject  file,  remember  that  the  goal  must  be 
to  create  an  organizational  scheme  that  is: 

1.  Representative  of  Information  Needs. 

The  classification  scheme  should  be  based  on  the  type  of 
records  required  by  users  and  on  the  way  those  records  are 
accessed. 

2.  Complete  and  Flexible. 

While  there  should  be  a  suitable  category  for  all  existing  and 
anticipated  records,  the  classification  scheme  should  permit 
expansion  and  contraction  of  the  categories  as  needed. 

3.  Logical  and  Consistent. 

Subordinate  topics  should  be  logical  portions  of  the  primary 
topic,  so  that  the  reasons  for  the  arrangement  will  be  obvious. 
Specific  topics  that  are  components  of  a  broad  topic  should 
not  be  placed  on  par  with  the  broad  topic. 

When  beginning  a  new  subject  file,  or  rationalizing  a  current  subject 
file,  begin  with  the  topics  used  currently.  Supplemental  headings  can  be 
culled  from  organizational  and  functional  charts.  There  should  be 
enough  headings  so  that  each  file  will  have  no  more  than  twenty- five 
pages  added  to  it  annually,  but  not  so  many  headings  that  files  will  grow 
by  less  than  five  pages  annually. 

b.  File  Codes 

Files  codes  are  used  to  document  the  relationship  between  subject 
topics  in  the  file,  so  material  can  be  more  easily  filed,  accessed  and 
retrieved.  In  a  small  subject  file  of  one  drawer  or  less,  file  codes  are 
unnecessary.  Subject  topics  can  be  alphabetized  within  their 
classification  levels.  As  the  subject  file  grows,  however,  it  will  be  more 
difficult  to  keep  related  subjects  together  and  still  maintain  alphabetical 
order. 

Since  file  codes  document  the  relationship  between  the  subjects, 
they  can  enhance  order  in  the  files,  they  can  also  speed  filing  and 
retrieval.  Without  file  codes,  an  inordinate  amount  of  time  can  be  spent 
writing  subject  headings  on  papers  to  be  filed  and  reading  labels.  Codes 
also  make  more  clarify  the  classification  levels  of  the  topics. 

Is  there  only  one  subject-numeric  code  possible7 

There  are  a  variety  of  coding  schemes:  subject-numeric  codes  are 
frequently  used  by  government  agencies.  They  permit  arrangement  of 
primary  subjects  in  alphabetical  order,  but  retain  numeric  order  for 
subordinate  topics.  Like  all  good  coding  systems,  subject-numeric 
conforms  to  the  following  four  standards.  The  subject-numeric  system 
has: 

1.  short  symbols. 

2.  a  simple  pattern  which  is  obvious  simply  by  looking  at  the  outline. 
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3.  meaningful  symbols,  which  clearly  indicate  the  subject;  "PE"  or 
"PER"  is  used  to  indicate  PERSONNEL,  not  a  number. 


4.  flexibility;  the  system  permits  the  addition  of  new  subjects 
without  changing  the  symbols  assigned  to  other  subjects  or  breaking  the 
continuity  of  the  pattern. 

The  subject  numeric  coding  system  is  demonstrated  below. 

ADMINISTRATIVE  SERVICES  (ADS) 

ADS 


ADSl  Reports  and  Statistics 

2  Laws  and  Regulations 

3  Buildings  and  Grounds 
3-1  acquisitions 

3-2  facilities  management 

3-  3  space  management 

4  Office  Equipment  and  Supplies 

4-  1  maintenance  and  repair 
4-2  purchases 

4-  3  surplus  property 

5  Printing  and  Reproduction 

5-  1  graphic  services 
5-2  copying 

5-3  printing  and  binding 


FINANCIAL  MANAGEMENT  (FIN) 


FIN 


FIN  1  Collections  and  Receipts 
1-1  accounts  receivable 

1-2  adjustments 

1-  3  checks,  money  orders,  currency 
2  Disbursements 

2-  1  accounts  payable 
2-2  adjustments 


Items  can  be  filed,  and  retrieved,  by  their  code.  For  example, 
"space  management"  items  can  be  marked  'ADS  3-3',  and  easily  and 
quickly  filed. 

c.  Alphabetical  Index 

After  the  subject  classification  outline  is  completed,  an 
ALPHABETICAL  INDEX  of  topics  can  be  prepared.  The  index  will  make 
the  subject  outline  easier  to  use.  Users  not  familiar  with  the  file  system 
can  quickly  look  up  the  needed  subject  in  the  index,  and  locate  the  file. 
The  index  is  arranged  in  two  columns:  the  first  d  oh  tains  the  subject 
topics  Listed  in  alphabetical  order;  the  second  lists  the  locations  under 
which  papers  on  that  subject  will  be  filed. 
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There  are  two  formats  that  can  be  used.  In  a  somewhat  elaborate 
index,  related  terms  are  indented  under  a  keyword  or  phrase;  if  needed, 
more  than  one  level  of  indentation  can  be  used.  In  a  simpler  alphabetic 
listing,  headings  are  inverted  when  necessary  to  emphasize  key  words. 
Under  either  format,  if  more  than  one  word  is  in  a  caption,  such  as 
"Health  Insurance",  entries  are  normally  necessary  under  the  first  letter 
of  each  word  (under  "H"  and  "I").  Examples  of  the  formats  follow: 

1.  2. 


Acc  i dents: 

Employee   PER  1 

Vehicle  •   VEH  2 

Property   PRP 

Accountable   PRP  1 

Damage  (vehicle)   PRC  4 

Procurement  of   PRC  4 


Accountable,  Property   PRP  1 

Damage,  Property   VEH  2 

Employee,  Accidents   PER  1 

Procurement  of  Property....  PRC  4 

Property   PRP 

Vehicle,  Accidents   VEH  2 


d.      Files  Manual 

A  FILES  MANUAL  should  be  compiled  as  a  central  source  for 
information  needed  to  maintain  and  use  the  subject  file.  The  manual 
provides  users  with  easy  access  to  files,  and  it  also  provides  file  clerks 
with  written  guidance  to  assist  them  in  filing  and  removing  material. 


The  files  manual  should  include: 


1.  a  general  statement  regarding  RETENTION  of  the  FILES.  If  retention 
and  disposition  are  not  standard  throughout  the  file,  statements  specific 
to  individual  files  should  be  added. 

2.  a  complete  SUBJECT  OUTLINE,  which  lists  all  subject  headings  in 
hierarchical  order,  as  they  appear  in  the  file  drawer,  including  codes  and 
a  DESCRIPTION  of  the  TYPES  of  material  to  be  filed  in  the  subject 
heading; 


3.      the  ALPHABETICAL  INDEX. 


THE  RETENTION  STATEMENT  may  refer  to  all  files,  or  specific 
primary  or  subordinate  topics,  depending  on  the  type  of  material  in  the 
subject  file.  If  two  file  systems  are  maintained,  one  for  transitory  and 
one  for  longer  term  material,  a  general  retention  statement  can  be 
made.  If  the  material  is  mixed,  the  retention  statement  must  list 
specific  requirements  for  categories  or  topics. 

For  example,  categories  which  contain  policy  or  procedural 
materials  should  be  noted.  These  items  should  be  maintained  for  a 
longer  period  of  time.  Categories  which  contain  such  materials  as 
announcements,  agenda,  transmittals,  copies,  notices  and  other 
transitory  items,  should  be  noted,  and  maintained  for  a  shorter  period  of 
time. 

The  manual  MUST  be  kept  updated.  Without  a  current  written 
subject  outline  and  other  files  information,  the  subject  file  will  quickly 
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become  unreliable.  Without  proper  maintenance,  the  material  in  the  file 
will  become  difficult  to  access,  and  will  be  essentially  lost  to  users. 

B.      FILES  MAINTENANCE 

Much  time  and  money  is  employed  collecting  information  and 
making  it  accessible  to  persons  who  need  it.  That  information  will  not 
remain  useful,  however,  unless  the  file  systems  in  which  it  is  stored  are 
well-maintained. 

Maintenance  means  control  of  the  flow  of  records  in  and  out  of  the 
files.  The  records  lifecycle  bgins  with  the  creating  or  collecting  of 
information  and  its  arrangement  in  the  file  drawer.  Once  a  record  series 
has  been  established,  control  over  what  is  added  and  removed  from  it, 
and  how  the  records  are  stored  while  in  the  series,  is  essential.  Control 
will  insure  that  information  serves  the  purpose  for  which  it  was  created 
in  the  most  efficient  manner  possible. 

Agency  staff  having  responsibility  for  files  maintenance  should  ask: 

1.  Are  too  many  copies,  and  too  much  useless  information,  going 
into  the  files? 

2.  Are  records  organized  in  a  way  that  permits  inactive  records  to 
be  easily  identified  and  removed? 

3.  Are  records  stored  neatly  in  their  appropriate  places  in  the 
series? 

4.  Are  records  stored  in  the  equipment  that  is  most  appropriate, 
economical  and  efficient  for  that  group  of  records? 

1.      File  Less 

Controlling  the  material  that  goes  into  the  files  is  important. 
Record  keepers  invariably  receive  papers  that  should  not  be  added  to  the 
files.  These  items  are  often  filed  because  it  seems  easier  than  thinking 
about  it. 

This  uncontrolled  flow  of  paper  into  files  causes  many  problems: 

1.  more  difficult  access  to  records,  as  users  must  search  through 
useless  material  to  locate  needed  items; 

2.  more  effort  required  for  filing,  as  the  additional  papers  must  be 
marked,  sorted  and  filed; 

3.  additional  effort  required  to  remove  transient  or  useless  items 
before  records  are  sent  off-site  to  storage; 

4.  more  office  space,  equipment  and  supplies  required. 

An  uncontrolled  flow  of  paper  reduces  the  productivity  of  office 
personnel,  and  increases  operational  costs. 

There  are  many  methods  to  reduce  the  filing  of  useless  papers. 

A  good  first  step  in  any  program  to  control  the  flow  of  records  to 
the  files  is  to  define  necessary  records.  Identifying  essential  records  will 
place  all  records  created  and  received  by  the  office  in  perspective.  This 


should  be  a  regular  and  periodic  practice,  as  information  requirements, 
and  the  records  themselves,  change.  The  office  may  be  creating  or 
collecting  records  it  no  longer  needs.  In  other  cases,  a  particular  record 
that  is  received  may  have  some  value,  but  may  have  little  or  no  value  to 
the  office  in  question.  The  records  keeper  must  ask:  is  it  an  essential 
record,  and  should  it  be  filed? 

There  are  seven  simple  methods  by  which  an  office  may  increase 
its  control  over  the  flow  of  paper. 

I.  File  Fewer  Publications 

Compile  and  circulate  a  list  of  the  publications  received  by  the 
office.  Ask  office  staff  to  assess  the  need  for  and  use  of  the 
publications.  Is  the  value  of  the  information  contained  in  the 
publications  long  term?  limited?  temporary? 

A  decision  should  be  made  as  to  how  many  copies  will  be  retained 
in  the  files.  A  publication  of  long  term  value  may  be  retained  for 
several  years  or  longer.  A  publication  of  short  term  value  may  be 
discarded  after  it  is  reviewed  by  interested  parties. 

If  the  twelve  latest  copies  are  to  be  retained,  the  oldest  issue  will 
be  discarded  when  the  thirteenth  is  filed.  Consequently,  the  same 
number  of  publications  will  always  be  maintained. 

II.  File  Fewer  Information  Copies 

Copies  of  correspondence  and  forms  that  are  intended  to  keep 
officials  informed  should  not  usually  be  filed.  The  originating  office  can 
produce  additional  copies  as  required.  Only  those  items  that  will  be 
subsequently  referred  to  should  be  filed. 

III.  File  Fewer  Directives 

Individual  directives  belong  to  an  overall  issuance  system.  One 
person  or  unit  in  an  office  is  usually  assigned  the  responsibility  of 
maintaining  an  entire  set  of  directives.  The  office  staff  should  be 
informed  as  to  where  the  official  set  is  being  maintained  and  should  use 
that  set  for  reference.  Other  copies  should  be  discarded. 

IV.  File  Fewer  Copies  of  Routine  Communications 

There  are  several  procedures  which  may  assist  record  keepers  in 
this  area. 

a.  Attach  the  letter  requesting  publications  or  supplies  to  the 
requested  material.  This  procedure  returns  the  incoming  letter  to 
the  sender  so  there  is  nothing  to  be  filed. 

b.  Answer  routine  requests  at  the  bottom  of  the  incoming  letter. 
Since  this  returns  the  incoming  letter  to  the  sender,  there  is 
nothing  to  be  filed. 

c.  Avoid  routine  transmittal  letters  with  their  attendant  file 
copies.  Use  a  routing  slip  instead.  If  a  record  of  the  transaction  is 
necessary,  note  relevant  facts  on  the  office  file  copy  of  the 
transmitted  materials. 

d.  Return  the  request  for  information  with  the  form  letter. 
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If  the  incoming  letter  must  be  retained,  note  the  date  of  reply, 
number  of  the  form  letter  and  other  relevant  information  on  the  letter 
itself. 

V.  Reduce  Extra  Copy  Files 

Keeping  extra  copy  files  can  be  a  dangerous  habit.  They  are  not 
only  costly  in  terms  of  the  equipment  and  office  space  they  require,  they 
also  undermine  the  main  files.  They  are  open  invitations  to  split  what 
should  be  kept  together  in  the  main  file:  all  the  facts  in  a  matter.  In 
time,  the  files  of  extra  copies  may  even  rival  the  main  file,  until  no  one 
is  quite  sure  where  to  look,  because  no  one  can  be  certain  who  has  the 
whole  story. 

Sometimes  extra  copy  files  are  maintained  because  it  is  felt  that 
the  main  file  is  unreliable.  Ongoing  maintenance  of  extra  copy  files  are 
likely  to  increase  the  incompleteness  of  the  main  file,  however. 

If  the  main  file  has  deficiencies,  what  can  be  done  to  make  it 
complete  and  efficient?  Often  a  main  file  can  be  improved  by  assigning 
an  individual  or  unit  the  responsibility  of  keeping  the  file  complete. 
ONE  GOOD  FILE  IS  WORTH  SEVERAL  KEPT  HAPHAZARDLY. 

VI.  Reduce  Extra  Copy  Distribution 

Before  routinely  sending  copies  to  every  person  or  office,  ask  the 
following  questions: 

-Have  the  copies  been  requested? 

-What  valid  purpose  will  each  copy  serve? 

-Could  one  copy  serve  two  or  more  people? 

-Could  a  reading  file  be  periodically  circulated  among  interested 
staff  to  keep  them  well-informed? 

VII.  Share  the  Files 

Filing  fewer  directives  is  an  example  of  sharing  the  files.  Persons 
keeping  records  in  organizationally  related  offices  informally  agree  to 
stop  known  duplication.  One  office  will  keep  all  the  records  and  agree  to 
furnish  them  to  the  other,  or  each  office  might  find  it  necessary  to  keep 
only  the  records  on  its  unique  parts  of  transactions.  Each  would 
supplement  the  other;  both  offices  could  have  access  to  all  records 
whenever  necessary. 

2.      File  Better 

Control  over  the  removal  of  records  from  the  file,  and  their 
condition  when  in  the  file,  is  an  important  part  of  files  maintenance. 
The  condition  of  records  is  improved  by  attention  to  the  integrity  of  the 
file.  Disposition,  the  removal  of  inactive  records,  is  enhanced  by  the 
segregation  of  records  of  different  values  and  through  the  use  of  file 
breaks. 

a.  Segregation 

Disposition  can  be  simplified  by  the  segregation  of  records  having 
different  lifespans.  A  record's  lifespan,  or  retention  period,  is  based  on 
reference  activity,  and  on  long  term  usefulness  and  values.  These 
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retention  periods  are  documented  on  a  Disposal  Schedule,  a  plan  for 
disposition  of  records  (see  Section  7,  Disposition,  for  more  information). 

The  key  to  disposition  is  identifying,  locating  and  removing 
inactive  material.  Records  of  short  term  value  and  usefulness  become 
inactive  more  quickly  than  longer  term  material.  When  the  short  and 
long  term  records  are  mixed  in  storage,  it  becomes  difficult  to  identify 
and  remove  inactive  material. 

As  a  result,  transient  records  are  retained  for  the  same  period  as 
long  term  records.  In  many  cases  this  practice  results  in  a  substantial 
waste  of  space,  and  the  cluttering  of  the  file  with  useless  material.  In 
other  cases,  weeding  transient  records  becomes  a  difficult  and 
labor-intensive  process. 

Such  difficulties  can  be  avoided  by  storing  records  with  different 
retention  penods  separately.  There  are  three  ways  to  accomplish  this: 

1.  Separate  series  can  be  established  for  long  term  and  transient 
materials.  For  example:  most  offices  should  maintain  two  corre- 
spondence series,  one  for  transient  correspondence,  such  as  routine  and 
administrative  correspondence,  and  one  for  longer  term  policy  and 
procedural  materials. 

2.  Separate  folders  can  be  maintained  for  long  term  and  transient 
materials  within  a  series.  In  the  case  of  client  files,  two  folders  may  be 
established  for  one  client.  The  first  folder  would  contain  routine  and 
short  term  materials,  the  second,  important  case  history  and  progress 
notes  of  long  term  value.  The  folders  are  filed  side-by-side,  by  that 
client '  s  name  or  number. 

3.  Separate  sections  can  be  established  for  long  term  and  transient 
materials  within  the  folder.  This  is  most  often  done  with  case  records, 
such  as  client  or  personnel  files. 

Long  term  materials  axe  fastened  to  one  section  of  the  folder; 
transient  materials  are  attached  to  another  section.  Transient  items  are 
removed  as  often  as  they  lose  validity  or  usefulness. 

In  all  three  cases,  transient  materials,  which  have  a  shorter 
retention  period,  can  be  easily  identified,  located  and  removed. 

b.      File  Breaks 

Breaking  files  is  the  process  by  which  inactive  material  is 
physically  separated  fron  active  materials.  "Cutting  off"  files  makes  it 
a  simple  process  to  identify  inactive  records  in  a  series  where  records 
have  the  same  retention  period. 

Subject  Files 

Subject  files  should  be  broken  annually.  To  cut  off  files  arranged 
by  subject  topic,  such  as  general  correspondence  files,  record  keepers 
bring  forward  materials  from  older  files  as  they  are  used  in  the  new 
year.   All  items  brought  forward,  and  all  items  created  or  collected  in 


3-15 


that  year  are  placed  in  a  new  folder,  which  is  placed  in  front  of  and 
adjacent  to,  last  year's  folder  for  that  subject  topic.  At  the  close  of  the 
year,  the  oldest  folder  in  the  file  for  that  subject  topic  is  removed  and  a 
new  folder  started.  For  records  having  a  two  year  retention  period,  two 
folders  plus  a  folder  for  the  current  year  are  maintained. 

This  method  provides  automatic  identification  of  inactive  material 
and  prevents  the  need  for  weeding. 

Case  Files 

As  case  files  close,  they  should  be  removed  from  the  active  series 
and  placed  in  a  separate  series  of  inactive  case  files.  The  oldest  records 
in  this  inactive  series  should  be  removed  as  often  as  is  permitted  in  the 
Disposal  Schedule. 

Reference  Files 

Most  reference  files  are  active  until  they  are  superceded.  There  is 
no  standard  rule  for  breaking  this  type  of  series.  During  daily  filing, 
however,  superceded  materials  should  be  removed.  This  is  also  true  for 
reference  periodicals;  the  oldest  periodical  should  be  removed  when  the 
newest  is  added.  A  constant  number  of  periodicals  should  remain  in  the 
file  at  all  times. 

c.  Integrity 

A  neat  and  well-organized  file  is  efficient:  folders  and  individual 
items  are  easy  to  access,  and  neatness  in  filing  protects  paper  and 
folders  from  damage.  Follow  these  guidelines  to  maintain  neat  files: 

-  keep  papers  down  in  their  proper  position  so  that  labels  are 
clearly  visible; 

-  crease  folders  along  the  score  at  the  folder  bottom,  so  folders 
will  rest  squarely  on  the  floor  of  the  drawer; 

-  prepare  labels  neatly; 

-  allow  about  four  inches  of  working  space  in  the  drawer,  in 
addition  to  any  space  needed  for  files  expansion.  Do  not  permit 
folders  to  become  tightly  packed  in  the  drawer. 

Misfiles 

In  the  typical  office,  three  percent  of  all  holdings  are  misfiled. 
Each  misfile  costs  approximately  eighty  dollars  in  loss  of  professional 
and  clerical  time  spent  searching  for  misfiled  records.  More 
importantly,  misfiles  can  be  the  cause  of  poor  decisions  on  the  basis  of 
insufficient  information  and  loss  of  time  spent  reconstructing 
information. 

It  is  wise  to  check  systematically  for  misfiles  before  misfiled 
records  become  a  costly  problem.  Stagger  the  files  review,  so  one  file 
segment  is  checked  each  week.  Review  every  segment  once  or  twice  a 
year. 

Damaged  folders  and  labels  can  be  repaired  at  the  same  time. 

3.      File  Equipment 

File  equipment  and  supplies  must  enhance  access  to  records  and 
the  protection  of  records,  and  should  be  space-efficient.  Purchases 
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should  be  reviewed  to  insure  that  equipment  meets  this  criteria,  and  that 
it  is  truly  needed. 

a.  Access  and  Protection 

File  equipment  and  supplies  should  enhance  access  to  records  and 
should  adequately  protect  records  from  physical  damage.  In  the  case  of 
confidential  records,  equipment  should  protect  records  from 
unauthorized  access.  Use  of  equipment  that  meets  these  standards  will 
result  in  the  greatest  efficiency. 

Record  keepers  should  consider  the  benefits  of  SEVEN-TIER  OPEN 
SHELVING.  This  standard  equipment  allows  the  file  folder  to  be  placed 
directly  on  the  shelf  in  a  vertical  position,  held  upright  by  shelf  dividers. 
Far  greater  accessibility  is  possible  with  shelving  than  with  file 
cabinets.  The  open  shelf  cabinet  lends  itself  to  rapid  records 
inventorying  and  sighting  charge  outs.  Removing  and  replacing  folders  is 
an  average  of  twenty  to  thirty  percent  faster  with  shelf- type  than  with 
drawer-type  units.  Seven-tier  open  shelving  is  particularly  suited  to 
case  files  arranged  by  name  or  number.  In  addition,  shelving  is 
accessible  to  several  file  clerks  simultaneously.  File  cabmets.  mobile 
and  traverse  shelving  permit  access  to  a  limited  number  of  persons  at 
one  time. 

Another  method  to  enhance  filing  and  retrieval  tasks  is  the  use  of 
file  guides,  dividers  with  prominent  tabs  which  act  as  signposts  to 
searchers.  There  should  be  one  file  guide  for  each  six  folders  of  very 
active  material.  The  guides  reduce  the  area  of  search,  so  users  can  go 
directly  to  the  area  in  which  the  needed  record  is  stored. 

Equipment  and  supplies  should  protect  records.  All  filing 
equipment  and  supplies,  such  as  cabinets,  hanging  folders  and  file 
folders,  should  be  tailored  to  the  file  system  and  the  size  of  the  records. 
For  example,  letter-size  materials  should  not  be  housed  in  legal-size 
equipment.  The  records  move  around,  and  the  edges  are  damaged. 
Likewise,  legal-size  material  requires  the  protection  of  a  full-size 
folder.  The  pages  may  be  bent  or  torn  when  stored  in  a  letter-size 
folder. 

Conventional  equipment,  such  as  open  shelving  ana  file  cabinets, 
cannot  protect  records  from  fire  unless  it  is  used  inside  a  vault.  Special 
fire-resistant  equipment  may  be  purchased  for  small  quantities  of 
valuable  records.  This  equipment  provides  some  amount  of  protection. 

Confidential  records  should  be  stored  in  a  file  room  that  can  be 
locked.  If  such  a  storage  area  is  not  available,  records  should  be  stored 
in  locking  file  cabinets  or  other  equipment  that  can  be  locked.  Access 
can  be  controlled  in  other  ways  as  well;  see  Section  4,  Disaster 
Preparedness  and  Security. 

b.  Space-efficiency 

File  equipment  should  maximize  available  space.  Equipment  that 
conserves  space  should  be  used  whenever  possible.  Use  of  such 
equipment  will  result  in  the  greatest  economy. 
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Office  space  now  averages  twenty-five  dollars  per  square  foot  in 
Massachusetts.  A  file  cabinet  requires  six  square  feet  of  floor  space: 
multiply  six  feet  by  twenty-five  dollars  for  each  cabinet  in  your 
office. ...It  is  clear  that  records  storage  is  a  considerable  expense  in  the 
space  budget.  Inefficient  records  storage  wastes  thousands  of  dollars 
each  year. 

Space  efficiency  is  measured  in  inches  of  filing  capacity  per  square 
foot.  The  greater  the  filing  capacity  per  square  foot,  the  greater  the 
space  economy.  The  legal-size  four  drawer  cabinet  is  an  example  of 
inefficient  equipment;  it  provides  eighteen  inches  of  filing  capacity  per 
square  foot.  In  comparison,  seven-tier  open  shelving  and  traverse 
shelving  provide  thirty-one  and  thirty-seven  inches  of  filing  capacity  per 
square  foot  respectively.  Inefficient  equipment  should  not  be  used.  In 
fact,  four  drawer  cabinets  may  not  be  purchased,  except  in  unusual 
circumstances.  A  review  procedure  to  obtain  permission  is  required. 
This  procedure  is  explained  in  a  Division  of  Capital  Planning  and 
Operation  memo  (April  8,  1985),  "Elimination  of  Four  Drawer  File 
Cabinets,"  which  was  directed  to  "All  State  Agencies.'  Legal-size 
cabinets  should  also  be  avoided.  Legal-size  equipment  costs  20%  more 
than  conventional  letter-size  equipment,  and  uses  20%  more  floor 
space.  See  the  "Comparison  Chart"  (Appendix)  for  more  information. 

c.      Equipment  Review 

Equipment  purchases  should  be  reviewed  by  an  individual  who  has 
knowledge  of  the  records  storage  situation  in  the  office.  The  responsible 
individual  should  review  requisitions  and  ask: 

1.  Is  this  equipment  really  needed?  Are  there  underutilized  cabinets  in 
the  office?  Are  supplies,  publications  and  forms  being  stored  in  cabinets 
that  could  be  used  for  storage  of  records?  Are  inactive  records  being 
stored  in  cabinets  that  could  be  used  for  active  records? 

2.  Is  the  requested  equipment  appropriate  for  the  records  series? 

3.  If  the  requested  equipment  is  unconventional,  does  it  provide 
significant  improvements  in  efficiency  or  accuracy?  Could  as  efficient  a 
system  be  implemented  with  other  equipmen>-cffa  lower  cost? 


3-18 


APPENDIX 


|  Guide  to  Systems  for  Arranging  Files 

Comparison  Chart  of  Filing  Equipment  Costs  and  Efficiency 
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MACHINE  READABLE  RECORDS 


A.  DEFINITION 

In  a  simple  sense,  machine  readable  records  are  the  product  of 
machines,  largely  computers.  The  computer  equipment,  or  hardware, 
produces  records  only  in  tandem  with  the  controlling  instructions,  or 
software.  Because  machine  readable  records  cannot  be  deciphered  by 
the  naked  eye,  the  user  must  rely  on  the  hardware  and  software  partners 
which  produced  the  data. 

Many  different  formats  of  machine  readable  records  are  used  by 
units  of  state  government;  these  include  magnetic  tapes  and  drums, 
diskettes  and  disc  packs,  punched  cards  and  other  media  that  require 
mechanical  equipment  to  be  made  useful.  These  records  are  created  and 
maintained  in  many  different  ways. 

Regardless  of  the  method  by  which  the  machine  readable  records 
are  created  and/or  maintained,  all  machine  readable  records  are 
considered  state  records.  This  includes  related  source  documents  and 
processing  materials,  system  files,  Master  Files  and  Master  File  subsets, 
system,  program  and  data  file  documentation,  output  reports  and  related 
records. 

Because  machine  readable  materials  are  state  records,  they  are 
subject  to  the  same  statutes  and  regulations  that  apply  to  their  textual 
counterparts. 

1.      Methods  of  Use 

Machine  readable  records  have  been  used  by  state  agencies  for 
more  than  twenty  years,  and  will  be  used  even  more  widely  in  the 
future.  The  most  common  uses  of  machine  readable  records  involve 
automated  data  bases  maintained  on  magnetic  tapes  or  disc  packs  by 
mainframe  computers. 

The  Office  of  Management  Information  Systems  of  the  Executive 
Office  of  Administration  and  Finance  provides  services  to  many  state 
agencies  through  its  Bureau  of  Computer  Services  (BCS).  BCS  operates 
mainframe  computers  on  a  time  sharing  basis.  User  agencies 
communicate  with  the  computers  from  terminals  located  in  the  agencies, 
via  dedicated  telephone  lines.  The  BCS  Tape  Library  is  the  primary 
storage  location  for  magnetic  tapes  belonging  to  user  agencies.  Tapes  in 
the  Library  are  maintained  in  a  controlled  environment,  and  copies  of 
many  tapes  are  held  in  an  off-site  storage  area.  These  back  up  files  held 
off-site  protect  the  information  should  damage  to  the  on-site  records 
occur. 

Some  agencies  use  the  data  processing  services  provided  by  vendors 
outside  the  state  system.  These  privately  operated  service  bureaus  offer 
similar  computer  and  storage  services.  The  agency  may  communicate 
directly  with  the  service  bureau  mainframe  via  a  dedicated  line;  in  other 
cases,  the  agency  may  not  maintain  an  on-line  data  base  and  may 
receive  only  hardcopy  reports  of  information  that  had  been  automated 
and  then  manipulated  by  the  vendor. 

Other  agencies  maintain  their  own  data  processing  centers  for  the 
benefit  of  the  agencies  internal  units.  Terminals  may  be  centralized  in 
one  area  or  spread  throughout  the  agency.  Magnetic  tapes  and/or  other 
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machine  readable  records  may  be  stored  on-site  or  in  an  agency 
maintained  storage  area. 

These  are  the  most  common  methods  used  by  agencies;  in  addition 
to  these  three,  agencies  also  meet  their  needs  for  computer  services  in 
other  ways.  For  example,  the  use  of  the  mini  and  micro  computers  is 
becoming  more  widespread  for  applications  such  as  word  processing, 
spreadsheets  and  financial  modeling,  and  simple  data  bases.  These 
computers  have  external  storage  devices,  such  as  tapes  or  diskettes; 
most  frequently,  both  computers  and  records  are  maintained  on-site. 

B.  CHARACTERISTICS 

Machine  readable  records  have  certain  characteristics  that 
influence  the  way  these  records  are  created  and  maintained.  These 
records  are  in  many  ways  quite  different  from  textual  records  and  must 
be  given  special  consideration. 

1.  Amendability 

.-*  Paper  is  not  readily  reusable.  Once  a  draft  has  been  written  or  a 
document  added  to  a  file,  there  is  little  that  can  be  done  to  change  it. 
We  may  write  a  new  draft  or  remove  the  document  from  the  file,  but  the 
information  on  the  paper  itself  remains. 

Machine  readable  records  do  not  have  the  same  stability  as  do 
paper  records.  Information,  in  an  automated  system,  exists  only  in  a 
transitory  state,  and  can  be  updated,  manipulated  or  purged  easily  and 
quickly,  leaving  no  trace  of  the  original  information. 

In  addition,  the  way  the  machine  readable  records  are  created 
differs  significantly  from  textual  records.    In  most  cases,  a  clerical 
worker  has  responsibility  for  typing  a  finished  version  of  a  document. 
This  interim  records  keeper  can,  if  the  situation  warrants,  copy  and  file, 
the  document  during  the  process. 

This  contrasts  with  the  creation  of  machine  readable  records, 
where,  more  and  more  frequently,  records  creators  work  directly  with 
the  computer,  composing  and  typing  a  finished  document  at  the  same 
time.  No  draft  versions  remain.  Since  there  is  no  interim  records 
keeper,  there  may  be  no  copy  printed  for  the  file,  and/or  the  original 
document  on  the  system  may  be  purged. 

Amendability  is  one  of  the  reasons  why  automated  systems  are 
preferred  for  many  types  of  data;  it  is  also  the  source  of  difficulties. 
Often  the  computer  stores  only  the  most  recent  information;  when  new 
information  is  added,  the  old  information  is  deleted  and  the  new 
information  inserted.  The  ability  of  the  computer  to  overlay  information 
means  that  draft  versions  of  materials  may  not  exist.  It  may  be  difficult 
or  impossible  to  trace  policy  changes,  the  development  of  decisions,  etc. 
In  the  case  of  large  data  bases,  such  as  those  designed  to  maintain 
current  client  information,  it  may  be  difficult  to  trace  changes  in 
location,  services,  status,  etc. 

In  addition,  due  to  the  manner  in  which  machine  readable  records 
are  created,  copies  of  outgoing  documents  may  not  be  retained  or  record 
copies  of  documents  may  be  retained  only  in  machine  readable  format. 
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These  difficulties  can  be  ameliorated  by  the  following  procedures: 

1.  For  policy  or  other  important  documents,  print  out  copies  of  drafts  at 
the  close  of  each  session  during  which  vital  changes  have  been  made. 
When  the  document  is  complete,  discard  only  those  versions  that  do  not 
contain  significant  amendments. 

2.  When  designing  data  bases  or  other  systems  where  information  may  be 
updated  through  overlay,  analyze  the  possible  uses  of  earlier 
information.  Where  would  previous  information  be  helpful?  Where 
unimportant?  Overlay  should  not  be  used  where  historical  information  is 
important.  The  program  should  be  designed  to  retain  the  earlier 
information. 

3.  Record  copies  of  documents  should. be  backed  up  in  textual  or  machine 
readable  format.  This  second  copy  provides  security  for  the  record 
copy.  Record  copies  of  word  processed  documents,  which  are  intended 
for  use  in  textual  format,  should  be  maintained  in  textual  format. 

Reusability 

Many  machine  readable  media  can  be  easily  recycled.  For 
example,  a  reformatted  diskette  can  be  used  in  the  same  manner,  with 
the  same  results,  as  a  new  diskette.  Magnetic  tape  has  one-half  the 
resale  value  as  a  new  tape,  and  can  be  cleared  of  previous  data  in 
preparation  for  new  data. 

There  is  a  greater  temptation  to  destroy  machine  readable  records 
to  reuse  media  than  there  is  to  destroy  textual  records,  as  paper  cannot 
be  recycled  as  easily.  The  short  term  economic  benefits  of  recycling 
machine  readable  media  may  sometimes  result  in  the  loss  of  the  long 
term  benefit  of  retaining  the  information. 

Before  recycling  media,  analyze  future  needs  for  the  data  it 
contains.  Reconstructing  the  information  is  often  far  more  expensive 
than  mamtaining  the  data  in  machine  readable  format.  Rekeying  is  also 
quite  expensive.  If  the  data  is  likely  to  be  used  again,  and  manipulability 
is  important,  the  data  should  be  maintained  in  machine  readable  format. 

If  manipulability  is  not  important,  data  may  be  printed  out  before 
the  media  is  reused.  Information  that  is  printed  out  will  lose  its 
manipulability,  but  it  will  at  least  be  preserved.  Another  alternative  is 
computer  output  microfilm  or  microfiche  (COM).  COM  takes  the 
electronic  information  coming  from  the  computer  and  converts  it  to 
micrographic  images  without  the  intermediary  paper  step.  For  this 
reason,  COM  is  fast  and  economical.  Conversion  work  can  be  contracted 
out  to  a  service  bureau,  or  a  stand  alone  unit  can  be  attached  directly  to 
an  agency-owned  mainframe  computer. 

2.      Relationship  with  Textual  Records 

Machine  readable  records  have  a  complex  interrelationship  with 
three  types  of  textual  records. 

A  textual  description  of  the  computer  system  hardware  and  the 
software  program,  called  IXDCUMENTATION,  is  necessary  to  assist  in 
using  the  automated  system.  Information  must  be  entered  into  the 
computer;    most    frequently    information    is    entered    from  textual 
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documents,  called  SOURCE  MATERIALS.  The  final  result,  whether  it  be 
correspondence,  report  or  other  record,  is  usually  generated  in  a  textual 
format;  these  are  HARDCOPY  PRINTOUTS. 

Each  of  these  textual  records  has  a  bearing  on  the  usefulness  and 
value  of  the  machine  readable  records. 

a.  Documentation 

Documentation  is  important  for  systems  developed  by  agency 
programmers,  as  well  as  those  that  are  purchased  as  packages. 
Documentation  describes  the  nature,  purpose  and  layout  of  the 
automated  system.  Without  this  information,  the  machine  readable 
records  held  by  the  system  would  be  unusable.  Documentation  is  of 
three  types: 

1)  System  documentation,  which  explains  the  system  and  related 
subsystem  structures; 

2)  Program  documentation,  which  explains  the  purpose  and  procedures  of 
a  given  set  of  programs,  and 

3)  Data  file  documentation,  which  explains  the  arrangement,  content  and 
coding  of  data  files,  how  the  actual  information  is  arranged  in  a  file. 
This  includes:  the  records  layout  (containing  the  arrangement  and 
structure  of  data  elements  in  a  logical  record)  and  the  codebook 
(containing  an  explanation  of  codes  used  to  represent  information  m  each 
data  element  in  a  logical  record). 

Complete  documentation  is  crucial  to  the  continued  usefulness  of 
the  machine  readable  records  and  automated  system.  Documentation 
must  be  in  writing  and  the  use  of  abbreviations  and  codes  should  be 
avoided.  As  changes  are  made  to  the  system,  programs  and  data  files 
layout,  the  documentation  must  be  updated. 

A  record  copy  of  all  updated  documentation  must  be  maintained  in 
a  safe  storage  area  and  arranged  in  an  accessible  manner.  This  material 
should  not  be  destroyed  until  the  machine  readable  records  and  system 
are  destroyed. 

b.  Source  Materials 

Information  in  machine  readable  records  is  frequently  input  from 
textual  source  materials.  These  source  documents  may  have  been 
designed  primarily  as  data  entry  tools,  or  may  be  documents  that  are 
used  for  a  different  application,  and  are  only  peripherally  data  entry 
documents.  The  existence  of  source  documents  may  affect  the  value  of 
the  machine  readable  records.  If  the  source  material  is  more  detailed 
than  the  automated  records,  they  may  be  retained,  rather  than  the 
machine  readable  version  of  the  information.  In  other  cases,  the 
machine  readable  records  will  also  be  retained  due  to  their  ongoing  value 
and  manipulability. 

c.  Hardcopy  Printouts 

Information  printed  out  from  the  automated  system  may  take  the 
form  of  reports,  correspondence  or  other  materials.  In  the  case  of  word 
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processed  correspondence  or  other  documents,  the  printout  is  the 
preferred  copy.  Some  agencies  that  maintain  on-line  data  bases  prefer 
to  retain  the  hardcopy  reports,  and  destroy  machine  readable  records 
periodically. 

Before  making  such  a  decision,  analyze  the  need  for  manipulable 
information.  After  the  information  is  printed  out  and  the  tape 
destroyed,  data  cannot  be  easily  altered  or  updated.  It  may  be  more 
useful  to  retain  the  machine  readable  information  and  destroy  hardcopy 
reports  when  they  are  no  longer  useful. 

3.  Technological  Dependence 

Naturally,  machine  readable  records  are  dependent  on  the 
machinery  and  system  with  which  they  were  created.  The  issue  of 
compatibility  arises  when  the  new  equipment  and  programs  are 
purchased;  will  previously  purchased  programs  run  on  the  new 
equipment?  Can  information  compiled  previously  be  maintained  and 
accessed  with  the  new  program? 

The  issue  of  compatibility  is  particularly  relevant  when  backup 
copies  of  machine  readable  records  are  stored  for  several  years;  when 
they  are  needed,  will  it  be  possible  to  access  them  on  new  equipment9 

4.  Need  for  Labelling 

Imagine  looking  for  a  record  in  a  filing  cabinet  with  no  drawer 
labels.  Opening  drawers  at  random,  you  find  that  there  are  no  labels  on 
the  file  folders,  and  all  records  stored  in  sealed  envelopes;  you  will  have 
to  open  each  envelope  to  identify  the  records.  Machine  readable  records 
that  have  no  external  or  internal  labels  are  like  records  sealed  in 
envelopes;  each  must  be  opened  to  be  identified. 

Tape  reels,  disks  and  other  machine  readable  media  should  be 
affixed  with  external  labels  that  identify  the  name  of  the  series,  the 
date  the  records  were  started  and  the  date  they  may  be  destroyed,  the 
names  of  the  hardware  and  software  that  were  used  to  create  the 
records,  and  other  information  as  desired.  This  will  permit  the 
information  stored  on  the  tape  or  disk  to  be  identified  without  using  the 
hardware  to  "open''  or  access  each  record. 

Internal  labelling  of  files  on  disks  is  usually  accomplished  through  a 
"Directory''  of  files.  The  "Directory''  permits  the  user  to  enter  a 
limited  number  of  characters  which  act  as  a  title;  the  "Directory''  list  of 
titles  acts  as  a  table  of  contents.  In  most  cases,  the  file  cannot  be  fully 
identified  in  the  "Directory",  this  leads  to  abbreviations  that  are  not 
fully  understandable. 

There  are  many  different  ways  to  encode  internal  file  labels; 
encoding  must  be  standard  and  consistent.  Encode  word  processing  file 
labels  by  using  an  alphabetic  character  to  represent  the  office  of  origin, 
type  of  record,  type  of  transaction  and  the  receiver.  A  date,  such  as 
date  sent,  is  added  to  indicate  chronology  and  to  make  the  encoded  title 
unique.  For  example,  the  following  characters  may  be  used  to  describe 
the  values  listed  below: 
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'Code 

Office  of 
Or  i  q i n  ■ 

1  Type  of 
'  Record 

Type  of 
Transact  i on 

1  Receiver 

' (D i rected  to) '  Date  ; 

1  a 

Commi  ss  ioner 

1  Letter 

1 nformat i onal 

1  Staff 

1  b 

Legal 

'  Contract 

Request 

1  Un i t  Heads  1 

1  c 

Pol  icy  & 

'  Press 

Response 

'  Execu  1 1 ve 

P 1 ann i ng 

'  Release 

'  Office 

d 

Purchas i ng 

1  Internal 

1 nqu i ry 

i 

1  Publ ic 

An  internal  memo  from  purchasing  to  all  unit  heads,  sent  out  on 
August  3rd,  would  be  Listed  in  the  "Directory'"  as  ddab83 ". 

Of  course,  when  any  internal  labelling  system  is  used,  copies  of  the 
encoding  chart,  and  a  list  of  the  files,  their  encoded  titles  and  contents 
must  be  maintained  on  paper.  This  will  assist  searchers  who  are  not 
familiar  with  the  coding  system  and  files. 

5.  Fragility 

Machine  readable  media  are  sensitive  to  environmental  conditions. 
Fluctuations  or  extremes  in  temperature  and  humidity,  magnetic  fields, 
dust  and  smoke  can  adversely  effect  machine  readable  records,  causing 
data  loss.  This  may  result  in  disaster  where  irreplaceable  original 
information  is  concerned. 

Because  of  this  fragility,  security  copies  of  machine  readable 
records  must  be  maintained.  These  back-up  materials  may  be  copies  of 
the  machine  readable  records  in  machine  readable  format,  microform  or 
textual  formats. 

Magnetic  media  used  with  mainframe  computers  should  be 
periodically  copied  and  sent  to  off-site  storage.  The  out-of-date  copies 
can  be  recycled.  — ' 

Media  used  in  external  storage  devices  such  as  floppy  or  hard  disks 
can  be  copied  and  retained  in  safe  storage  conditions  in  the  office.  When 
volume  is  not  a  problem,  information  can  be  copied  from  machine 
readable  records  onto  paper. 

Machine  readable  records  of  long-term  value  (records  needed  for 
more  than  ten  years)  should  be  used  and  stored  in  areas  where  constant 
temperature  of  65°F  plus  or  minus  3°F,  and  a  relative  humidity  of  40% 
plus  or  minus  5%  is  maintained. 

Machine  readable  records  which  are  needed  for  ten  years  or  less 
may  be  used  and  stored  in  less  stringent  conditions;  a  temperature  range 
of  40°F  to  90°F,  and  a  relative  humidity  of  20°  to  80°  is  acceptable. 

Magnetic  tapes  should  be  stored  upright  on  grounded  metal  racks 
and  in  plastic  canisters  which  support  the  reel  at  the  hub. 

In  addition  to  storage  in  a  controlled  environment,  regular 
maintenance  procedures  must  be  carried  out.  Twice  a  year,  each  tape 
reel  should  be  rotated  one  quarter  on  the  storage  rack  to  prevent  sagging. 

Annually,  the  following  procedures  must  be  completed: 

1.  a  sample  of  tapes  in  storage  should  be  test-read.  If  tapes  contain 
permanent  read-errors,  the  data  should  be  transferred  to  a  new  tape; 


2.  tape  reels  should  be  examined  visually  for  cinching,  protruding  layers 
of  tape,  broken  reels,  hubs  or  canisters,  surface  contamination  by  dirt, 
creases,  scratches  and  other  signs  of  physical  damage: 

3.  tape  reels  should  be  cleaned  and  precision  rewound. 

Even  under  the  best  conditions,  machine  readable  records  have  a 
lifespan  that  is  approximately  one-tenth  that  of  paper.  Tapes  must  be 
recopied  before  data  loss  begins,  after  eight  to  ten  years. 

C.      DISPOSITION  OF  MACHINE  READABLE  RECORDS 

What  will  happen  to  records  when  they  are  no  longer  useful9  This 
question  can  only  be  answered  through  disposition  planning,  an  analysis 
of  the  records  long  term  usefulness  and  value,  and  concurrently,  the 
appropriate  actions  or  storage  areas  and  formats  for  each. 

It  may  be  decided  that  inactive  records  will  be  destroyed  after  use 
or  stored  off-site,  temporarily  or  permanently.  Such  a  decision  is 
recorded  on  a  Disposal  Schedule. 

1.  Scheduling 

Like  all  state  records,  machine  readable  materials  are  subject  to 
MGL  30,  s  42.  Chapter  30  requires  units  of  state  government  to  report 
to  the  Records  Conservation  Board  the  number  and  nature  of  the  series 
they  hold,  to  schedule  these  series  by  assigning  a  retention  period 
(lifespan)  and  a  disposition  (destruction,  temporary  or  permanent 
storage)  to  each,  and  to  request  permission  to  destroy  such  records  when 
their  lifespan  has  ended.  The  retention  period  reflects  the  value  of  the 
record  type;  a  valuable  record  is  assigned  a  long  retention  period,  a  less 
valuable  record,  a  shorter  retention  period.  Chapter  30  applies  to  all 
machine  readable  and  related  records  of  defunct,  existing  and  planned 
systems. 

Ideally,  scheduling  and  destruction  planning  is  done  at  the  inception 
of  an  automated  system.  Regular  removal  of  inactive  records  for 
storage  or  destruction  will  reduce  the  load  on  the  system,  prevent  the 
loss  of  valuable  inactive  records  through  indiscriminate  weeding,  and  will 
permit  the  reuse  of  magnetic  media  in  a  controlled  manner. 

Remember  that: 

1.  scheduling  must  be  comprehensive.  ALL  related  textual  records  such 
as  documentation,  source  materials  and  reports  should  be  scheduled  at 
the  same  time  as  the  automated  work,  processing,  transaction  and 
Master  Files,  and  Master  File  subsets; 

2.  the  scheduling  process  and  the  values  of  records  are  essentially  the 
same  for  all  records,  but  machine  readable  records  have  some  unique 
characteristics  that  must  be  considered: 

a.  the  type  or  level  of  the  file  will  affect  its  value.  For  example, 
the  definitive  Master  File  may  be  more  valuable,  and  thus  should 
have  longer  retention  period,  than  a  less  complete  processing  file: 
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b.  the  level  of  aggregation  frequently  indicates  the  potential  of 
automated  data  for  reuse  or  remanipulation.  A  low  level  of 
aggregation  indicates  a  good-potent lal  for  reuse,  and  thus  increases 
the  value  of  the  record. 

c.  the  physical  condition  of  the  records.  Machine  readable  records 
require  special  care.  If  they  are  retained,  records  must  be  properly 
cared  for.  Do  the  necessary  resources  exist? 

Before  any  records  may  be  transferred  or  destroyed  in  accordance 
with  the  approved  Disposal  Schedule,  the  agency  must  submit  a 
Destruction  Permission  (RCB-2)  for  each  successive  group  of  records  to 
be  destroyed.- 

For  more  information,  see  Section  7.  Disposition. 
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MICROFILM 


Microfilm  has  been  widely  used  for  more  than  thirty  years  as  a  tool 
for  managing  inactive  records.  Today,  particularly  since  the  advent  of 
computer  output  microfilm,  where  computer  files  are  transferred 
directly  to  microform,  it  is  being  used  to  control  active  information  as 
well. 

Microfilm  is  an  acceptable  medium  for  public  records  as  specified 
by  MGL  c  66,  s  3.  Copies  of  records  made  from  microfilm  are  admis- 
sible as  evidence  (MGL  c  233,  s  79E),  and  can  be  certified  as  record 
copies  (MGL  c  233,  s  79A). 


A.  FORMAT 

Microfilm  is  a  miniaturized  photographic  transparency  used  to 
efficiently  store  information  copied  from  textual  or  magnetic  media. 
The  film  base  and  type  of  processing  determines  the  lifespan  of  the 
film.  The  highest  quality  film  is  of  the  silver  halide  variety,  which  has  a 
life  expectancy  at  least  equivalent  to  that  of  paper.  Silver  halide  film  is 
used  as  a  master  copy  from  which  duplicates  are  made  for  reference;  the 
master  copy  itself  should  not  be  used. 

Diazo  and  vesicular  films  are  best  suited  for  duplicates.  They  do 
not  have  the  quality  of  permanence  necessary  for  a  master  copy,  but 
they  are  sometimes  used  as  masters  where  the  microfilm  itself  will  not 
be  retained  for  longer  than  fifteen  years. 

Microfilm  of  all  qualities  is  available  in  a  variety  of  formats.  This 
includes  roll  film,  often  stored  in  cartridges  or  cassettes,  and  flat  film, 
such  as  microfiche  cards,  strips  of  fiche  in  jackets  or  affixed  to  aperture 
cards.  Each  of  the  formats  listed  above  have  unique  benefits. 

1.  Roll  Film 

In  general,  roll  film  is  useful  for  records  to  which  information  is 
added  in  sequence,  and  where  there  is  little  or  no  need  to  interfile 
updated  information.  Roll  film  provides  fixed  file  continuity;  once  a 
document  is  filmed,  it  is  permanently  filed  in  a  particular  sequence. 

Cassettes  and  cartridges  are  types  of  housing  for  roll  film.  They 
protect  film  from  damage  caused  by  mishandling.  In  addition,  the 
housings  are  self-threading,  thus  simplifying  the  process  of  accessing 
film. 

2.  Flat  Film 

Flat  film  may  be  a  sheet  of  film  the  size  of  an  index  card,  or  stnps 
of  film  in  a  holder.  Holders  may  be  either  a  plastic  jacket  or  an  aperture 
card,  a  cardboard  card  with  a  window  for  the  fiche.  Flat  film  can  be 
updated,  as  new  cards  or  strips  of  film  can  be  interfiled.  The  new  and 
the  previous  information  remain  physically  together.  Because  the  cards 
or  strips  can  be  taken  out  of  order,  flat  film  does  not  provide  the  level  of 
file  security  that  roll  film  does. 


B.  CHARACTERISTICS 


Despite  the  differences  in  format,  all  microform  have  certain 
characteristics  in  common.  All  are  miniaturized,  can  provide  security 
and  can  greatly  increase  the  speed  with  which  records  are  accessed  and 
retrieved. 

1.  Miniaturization 

Filmed  records  can  require  as  little  as  two  percent  of  the  space 
occupied  by  the  same  records  on  paper.  The  contents  of  a  full 
five-drawer  file  cabinet  could  be  stored  on  six  rolls  of  film;  records  once 
requiring  hundreds  of  square  feet  of  floor  space  can  be  reduced  to  only 
the  square  footage  required  for  a  few  microfilm  cabinets  and  a 
reader-printer.  Space  savings  is  one  of  the  primary  reasons  microfilm  is 
selected  as  a  records  storage  medium. 

2.  Security 

Microforms  provide  security  in  a  variety  of  ways.  As  previously 
mentioned,  roll  film  provides  fixed  file  continuity;  once  items  are 
filmed,  they  remain  in  that  order  permanently. 

Microform  also  provides  security  because  it  can  be  used  for  day  to 
day  reference,  thus  preserving  valuable  originals.  Should  the  film  wear 
out,  another  working  copy  can  be  reproduced  from  the  silver  halide 
master  film. 

Microforms  are  easily  reproduced  and  can  be  economically  stored 
off-site.  This  is  a  precaution  that  will  mitigate  the  effects  of  even  a 
major  disaster  in  active  offices  or  records  storage  areas.  In  the  case  of 
loss  or  damage  to  textual  records,  normal  business  activities  can 
continue  with  the  aid  of  the  microform  copies.  In  addition,  the  expense 
of  restoring  records  and/or  reconstructing  information  can  be  partially 
or  totally  eliminated. 

3.  Access 

Just  as  records  are  arranged  in  a  specific  way  in  a  folder  or  cabinet 
(such  as  alphabetically  or  numerically),  so  records  are  arranged  on  film; 
records  that  are  poorly  arranged  and  difficult  to  access  in  textual  format 
will  be  as  difficult  to  access  on  microfilm,  unless  the  arrangement  is 
improved. 

Arrangement  of  records  on  film  should  be  planned  carefully  as 
rearrangement  will  be  difficult  or  impossible.  With  appropriate  arrange- 
ment, records  can  be  located  more  quickly  in  microform  than  in  textual 
format.  Once  a  roll,  cartridge  or  card  is  selected,  it  takes  only  seconds 
for  the  user  to  page  through  the  images  to  locate  the  needed  item. 

Access  is  possible  only  with  proper  equipment;  the  agency  must 
obtain  the  equipment  necessary  to  read  and  reproduce  the  records. 

C.      APPROPRIATE  USES     ,  ^ 

Not  all  record  groups  are  good  candidates  for  microfilming.  Three 
characteristics  that  will  affect  a  record  group  s  appropriateness  for 
filming  are  value,  volume  and  reference  frequency.  The  record  group  s 


frequency  of  update,  legibility  and  method  of  arrangement  should  also  be 
considered. 

The  ideal  candidate  is  a  record  group  in  good  condition  that  has 
long  term  value,  is  voluminous,  frequently  referenced,  rarely  or  never 
updated,  and  arranged  in  a  sequence  that  does  not  require  interfiling  of 
records  added  at  a  later  date.  More  cost  benefits  are  realized  with  such 
a  group,  but  one  or  two  of  these  characteristics  may  influence  a  decision 
to  film  even  if  other  characteristics  are  not  present. 

For  example,  it  is  difficult  to  justify  the  cost  of  filming  records  of 
transient  value  that  will  be  useful  for  only  a  short  period  of  time.  Short 
term  records  may  be  filmed,  however,  if  a  bulky  records  series  is 
referenced  with  such  frequency  that  it  requires  storage  in  active  office 
space.  Microfilm  will  reduce  the  space  required  for  storage  of  these 
records  and  speed  the  retrieval  of  information.  Duplication  of  the  film 
will  also  permit  simultaneous  access  by  two  or  more  researchers. 

Valuable.,  records,  that  are  referenced  less  and  are  smaller  in 
volume,  may  be  microfilmed  as  a  security  measure.  The  actual  records 
may  be  stored  safely  and  microfilm  used  for  daily  access.  A  copy  of  the 
film  may  be  stored  off-site  for  additional  protection. 

Computer  output  microfilm,  or  COM.  can  be  appropriately  used  to 
solve  certain  types  of  records  problems.  Some  offices  create  large 
quantities  of  records  in  computers;  sometimes  this  data  must  be  retained 
for  long  periods  of  time,  or  even  permanently.  Since  magnetic  media  is 
not  suitable  for  longterm  storage  of  data,  these  offices  once  faced  the 
cost  of  printing  and  storing  these  records  on  paper,  and  the  dificulty  of 
accessing  often  unwieldy  pnnt-outs.  Today,  COM  can  offer  a  more 
efficient  alternative  that  is  frequently  less  expensive  than  paper.  There 
are  several  COM  technologies,  but  all  have  the  same  result:  the  COM 
unit  transfers  information  from  the  tape  or  disk  directly  to  microform 
bypassing  the  paper  step  entirely. 

D.     THE  FILMING  PROGRAM 

The  successful  microfilming  program  begins  with  a  plan  that 
defines  the  present  records  situation,  establishes  goals  and  treats 
microfilm  as  a  means  of  moving  from  the  present  to  those  goals.  Goals 
must  speak  to  the  most  effective  way  of  mamtaining  and  using  the 
information  contained  in  the  records  under  consideration. 

For  example,  microfilm  may  be  considered  where  a  records  system 
of  case  files  is  expanding  out  of  the  space  available  to  store  it.  The  files 
themselves  are  frequently  updated  with  transitory  materials,  although 
the  basic  elements  of  the  files  have  long  term  values.  The  goal  is  to 
lessen  the  need  for  additional  space,  without  hindering  access  to  the 
records.  Microfilm  can  become  the  means  of  reaching  that  goal. 

Roll  microfilm  is  an  unlikely  remedy  because  of  the  need  for 
frequent  updating.  Microfiche  in  jackets,  which  has  the  ability  to  be 
updated,  may  be  more  appropriate.  A  system  where  transitory  materials 
are  held  separately  on  paper,  and  permanent  materials  are  filmed  could 
also  be  developed.  A  high  density  filing  system,  such  as  shelving  or 
mobile  shelf  units,  may  be  used  to  provide  some  space  at  a  cost  far  less 
than  microfilm. 

Which  solution  provides  the  most  effective  way  of  maintaining  and 
using  the  information  contained  in  the  records9  Which  provides  the  best 


method  of  moving  toward  the  stated  goal  of  space  efficiency  and 
accessibility?  Microfilm  may  not  always  be  the  answer. 

Preparation,  analyzing  the  problem  and  the  goals,  prior  to 
committing  to  a  specific  program  or  vendor  will  enhance  the  project's 
chances  for  success. 

1.  Vendors 

Purchase  or  lease  of  micrographic  or  reproduction  related 
equipment,  systems,  supplies  or  services  must  be  conducted  in 
compliance  with  MGL  C.  29,  s  27B  and  s  29A,  and  the  regulations  set 
forth  in  Administrative  Bulletin  84-2.  (This  applies  to  ail  units  of  state 
government  except  the  Legislature,  departments  of  the  Attorney 
General,  State  Auditor,  State  Treasurer,  State  Secretary  and  agencies 
thereunder,  units  of  higher  education,  such  as  community  and  state 
colleges,  the  Judiciary  and  Authorities.)  These  provisions  describe  the 
review  process  to  which  proposals  are  subject,  and  purchase  procedures; 
the  regulations  should  be  thoroughly  examined  prior  to  initiation  of  the 
purchasing  process. 

Agencies  may  elect  to  initiate  an  in-house  microfilm  program, 
contract  with  a  private  microfilm  company,  or  use  the  microfilm 
services  offered  by  the  State.  Regardless  of  the  method  used,  all 
vendors  should  be  asked  certain  questions,  such  as: 

1.  How  familiar  is  the  vendor  with  the  State  regulations  (950  CMR 
39.00)?  All  microfilm  of  records  having  a  retention  period  of  fifteen 
years  or  longer  must  be  produced  in  accordance  with  these  regulations. 

2.  How  familiar  is  the  vendor  with  federal,  industry  and  association 
standards,  such  as  those  distributed  by  the  Association  for  Information 
and  Image  Management  and  the  American  National  Standards  Institute? 

3.  Can  the  vendor  offer  training  sessions  to  potential'  users  (i.e.,  office 
staff)? 

Where  proposals  entail  filming  records  off-site,  vendors  should  be 
queried  on: 

the  provisions  made  for  the  physical  security  of  records  at  the 
vendor' s  work  site; 

the  provisions  for  mamtaining  the  privacy  of  confidential  records; 
the  normal  turnaround  time  for  work  of  a  conventional  nature. 

a.      In-House  Programs 

An  in-house  program,  where  equipment  and  personnel  belong  to  the 
agency,  has  several  advantages.  The  agency  does  not  lose  control  of  the 
records  and  the  process.  Records  can  be  filmed  close  to  the  place  of 
business,  so  reference  is  not  hindered.  Agency  employees  are  responsible 
for  the  filming,  so  there  may  be  a  greater  level  of  accountability. 

A  disadvantage  lies  in  the  space  a  microfilm  operation  requires;  an 
agency  with  little  surplus  office  space  may  find  it  more  convenient  to 
send  materials  off-site  for  filming. 
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If  an  agency  experiences  turnover  of  trained  personnel,  the  quality 
of  the  film  may  suffer.  Prior  to  embarking  on  an  in-house  program,  the 
agency  must  consider  the  cost  and  importance  of  maintaining  trained 
personnel. 

b.  Private  Vendors 

Private  vendors  can  offer  a  variety  of  services  related  to 
microfilm.  Vendors  often  provide  pickup  of  textual  materials,  secure 
storage  of  materials  during  filming,  and  delivery  or  destruction  of  the 
materials  after  filming. 

For  a  list  of  vendors  who  have  worked  successfully  with  state 
agencies,  both  in  organizing  in-house  programs,  and  in  conducting 
off-site  filming,  contact  the  Records  Management  Unit  or  Central 
Micrographics  Management. 

c.  State  Services 

The  state  provides  microfilming  services  through  two  agencies: 
Micrographics  Management  of  the  Executive  Office  of  Administration 
and  Finance,  and  Corrections  Industries  Micrographic  Services.  State 
services  are  less  expensive  than  commercial  services.  Other  advantages 
include  state  vendors'  familiarity  with  all  micrographic-related  statutes 
and  regulations,  and  their  familiarity  with  state  records. 

Material  being  stored  in  the  State  Records  Center  will  be  eligible 
for  filming,  as  will  records  bemg  stored  and  used  in  agency  offices.  To 
obtain  more  information  contact: 
Manager 

Micrographics  Management 
220  Morrissey  Blvd. 
Boston,  MA  02125. 

To  obtain  more  information  about  Corrections  Industries  services, 
contact: 

Supervisor  of  Industries 

Industries  Division 

MCI  Framingham 

Box  99 

Framingham,  MA  01701. 

E.  REGULATIONS 

PRIOR  TO  FILMING  ANY  GROUP  OF  RECORDS,  the  agency  is 
required  to  schedule  the  records  through  the  Records  Conservation  Board 
(see  Disposition,  Section  7).  If  the  records  are  scheduled,  the  agency 
must  report  its  intention  to  film  records  to  the  Board,  and  request 
permission  to  destroy  paper  records  after  filming  by  submitting  a 
Destruction  Permission  (RCB-2M).  The  aim  of  this  and  other  microfilm 
regulations  is  to  insure  that  the  microfilm  copies  are  adequate 
substitutes  for  the  original  textual  documents,  and  can  serve  the  purpose 
for  which  the  originals  were  created  or  maintained. 


The  Microfilm  Regulations  (950  CMR  39.00),  appended  here, 
contain  vital  information  about  the  necessary  quality  of  the  film  base 
and  materials,  the  preparation  of  materials  and  microfilm,  the  storage 
and  inspection  of  microfilm.  Regulations  should  be  studied  prior  to  the 
commencement  of  filming. 
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950  CMR  39.00:  REGULATIONS  ON  USING  MICROFILM 

Section 

39.01:  Scope 

39.02:  Definitions 

39.03:  Film  Base  Materials 

39.04:  Preparation  of  Film 

39.05:  Storage 

39.06:  Inspection 

39.01:  Scope 

The  minimum  standards  set  out  in  950  CMR  39.00  shall  be  adhered  to  in  all 
microform  applications  to  records  the  retention  of  which  has  been  designated  as 
more  than  fifteen  years  by  the  Records  Conservation  Board  for  the  records  of 
the  Commonwealth  and  by  the  Supervisor  of  Public  Records  for  the  records  of 
counties,  cities  and  towns.  950  CMR  39.00  shall  apply  to  all  m-house 
preparations  of  such  records,  as  well  as  to  work  contracted  with  microfilm 
service  bureaus.  It  is  the  responsibility  of  the  contracting  agency  to  inform  the 
microfilm  service  bureau  of  the  requirements  of  950  CMR  39.00. 

39.02:  Definitions 

Definitions  appropriate  to  950  CMR  39.00  can  be  found  in  the  National 
Micrographics  Association  (NMA)  publication,  Glossary  of  Micrographics. 
TR-2-1980,  or  the  latest  revision  thereof.  ^ 

39.03:  Film  Base  Materials 

(1)  Original  film.  All  microfilm  records  regulated  by  950  CMR  39.00  shall  be 
generated  on  silver  halide  film.  All  such  film  shall  conform  to  the  standard 
enunciated  in  the  American  National  Standards  Institute  publication. 
Specifications  for  Safety  Photographic  Film,  AiNSI  PH  1.25  -  1976.  Such  film 
shall  also  comply  with  the  minimum  standards  of  quality  approved  for  archival" 
photographic  records  by  the  American  National  Standards  Institute,  as  described 
in:  Specifications  for  Photographic  Film  for  Archival  Records.  Silver-Gelatin 
Type  on  Cellulose  Ester  Base,  ANSI  PH  1.28  -  1981;  and  Specifications  for 
Photographic  Film  for  Archival  Records,  Silver-Gelatin  Type  on  Polyester  Base, 
PH  1.41  -  1981. 

(2)  Duplicates.  The  original,  or  first  generation  silver  film  shall  be 
maintained  for  security  purposes  and  not  for  reference.  At  least  one  duplicate 
copy  of  all  records  filmed  shall  be  prepared  for  reference  purposes.  Duplicate 
copies  for  reference  or  additional  duplicate  copies  for  security  may  be  of  the 
diazo,  silver  halide  or  vesicular  composition.  Duplicates  shall  be  commensurate 
with  the  quality  of  the  original. 


*  950  CMR  39.00  will  take  effect  on  July  1,  1984. 
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39.04:  Preparation  of  Film 


(1)  Original  Records.  Proper  care  shall  be  taken  in  the  preparation  and 
arrangement  of  original  records  for  filming  to  see  that  a  true  and  accurate 
reproduction  will  be  made.  All  staples,  paper  clips,  folds,  attachments,  etc.  shall 
be  removed  before  document  filming.  Source  documents  shall  be  arranged  and 
filmed  in  a  manner  consistent  with  their  customary  reference  and  usage. 

(2)  Reduction  Ratio.  Where  a  planetary  camera  is  used,  roll  film  application,  in 
simplex  mode,  of  documents  of  conventional  size  (8  x  11  or  smaller)  shall  not 
exceed  the  limits  of  medium  reduction  (i.e..  30X).  Duplex  shall  hot  exceed  32X. 
The  reduction  ratio  employed  in  the  filming  of  oversize  documents  may  be 
adjusted  consistent  with  above.  Where  a  rotary  camera  is  used,  roll  film 
applications,  in  simplex  mode,  of  documents  of  conventional  size  (8  x  11  or 
smaller)  shall  not  exceed  32X. 

It  should  be  observed  that  reduction  ratios  of  24X  are  regarded  as  optimal  in 
regular  (16  mm)  roll  film  production.  Unitized  microforms  also  are  becoming 
standardized  on  the  basis  of  24X.  Certain  applications  may  require  variations 
from  this  standard.  For  example,  lower  reduction  may  be  beneficial  where  35 
mm  film  is  used;  higher  reduction  may  be  necessary  where  105  mm  film  is  used 
or  where  duplex  filming  is  performed  on  a  rotary  camera.  While  such  factors 
may  necessitate  variations,  the  24X  optimum  shall  be  followed  as  closely  as 
possible. 

The  reduction  standard  for  computer  output  microfilm  (COM)  is  24X  or  48X.  as 
defined  in  the  American  National  Standard,  ANSI/NMA  MS  2  -  1977.  f 

Regardless  of  format,  the  guiding  consideration  in  establishing  a  reduction 
ratio  shall  be  the  reproduction  of  readable  records  of  film,  which  shall  be 
system-compatible  in  usage. 

(3)  Resolution.  Resolution  shall  be  sufficient  for  the  production  of  film  capable 
of  being  used  in  compatible  readers,  producing  therein  fine  detail  and  sharpness 
of  image.  Resolution  quality  shall  be  such  as  to  permit  accurate  return  of 
information  on  film  to  hardcopy. 

The  method  for  determining  the  minimum- required  resolution  shall  conform  to 
the  Quality  Index  Method  of  determining  resolution  as  given  in  the  National 
Micrographics  Association  Standard  Practice  for  Operational  Procedures 
Inspection  and  Quality  Control  of  First-Generation  Silver-Gelatin  Microform  of 
Documents,  MS  23-1979.  When  planetary  cameras  are  used  at  a  reduction  ratio 
of  1:24,  the  5.0  pattern  shall  be  obtained.  When  rotary  cameras  are  used  at  a 
reduction  ratio  of  1:24,  the  3.6  pattern  shall  be  obtained  as  an  absolute 
minimum,  although  the  4.0  pattern  should  be  regarded  as  the  minimum  standard 
wherever  possible. 

The  rotary  test  target  shall  conform  to  the  Standard  Test  Chart  for  Rotarv 
Microfilm  Cameras,  ANSI/NMA  MS17-1981.  Planetary  camera  targets  shall 
conform  to  the  target  described  in  Figure  4  of  NMA  MS  23-1979. 

(4)  Density.  Throughout  filming,  density  shall  be  monitored  constantly.  The 
qualitative  significance  of  density  requires  this  constant  supervision  and  control 
over  the  parameters  of  density,  as  filming  occurs.  Density  values  shall  be  such 

4* 
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39.04:  continued 

that  exposed  film  shall  have  clear  and  open  lines,  as  well  as  an  absence  of  spread 
and/or  widened  letters  (characters). 

The  most  favorable  background  density  value,  in  the -case  of  first  generation 
film,  is  1.1  +  0.2,  excepting  computer  output  microfilm,  the  optimal  background 
density  value  of  which  is  1.9  +  0.1.  Somewhat  lower  density  values  may  be 
necessary  when  filming  deteriorated  documents,  or  items  with  particularly  low 
contrast.  (A  full  and  informed  review  of  the  issues  of  resolution  and  density 
values  is  contained  in  NMA  MS  23  -  1979.) 

(5)  Film  Identification.  Specifications  for  film  identification  should  be  followed 
as  given  in  the  Recommended  Practice  for  the  Identification  of  Microforms. 
ANSI/NMA  MS  19-1978. 

In  reel  film  applications,  standard  targeting  procedures  shall  be  employed. 
These  procedures  shall  include  targeting  for  start/end  of  film  record,  camera 
operator  s  report,  and  records  identification.  Other  targets,  including  start  file, 
or  space  targets,  shall  be  used  as  necessary. 

At  a  minimum,  identification  targets  shall  display  the  following  information: 
name  of  the  agency  by  which  records  are  held;  the  title  of  the  records  (with 
identification  of  contents  if  not  evident  from  series  title);  the  microfilm  reel 
number,  camera  number  (where  applicable);  security  classification  (if  any);  the 
date  of  filming;  and  where  possible,  the  inclusive  dates,  numbers,  names  or  other 
data  identifying  the  first  and  last  records  on  the  roll. 

Unitized  microforms  (i.e..  fiche.  aperture  cards,  and  jacketed  film)  shall 
contain  records  identification  information  in  eye-readable  headings  in  the 
appropriate  places  at  the  top  (heading  area)  of  the  film  material,  or.  on  the  film 
jacket. 

Any  indexes,  registers,  or  other  finding  aids  shall  be  microfilmed  and  located 
in  a  readily  identifiable  place  within  the  collection  on  microfilmed  records. 

(6)  Film  Processing.  As  soon  after  the  date  of  exposure  as  possible,  (ideally 
within  24-48  hours),  all  film  shaUr~be  processed  in  order  that  the  film  images  be 
properly  fixed. 

Hypo-residue  (sodium  thiosulfate)  shall  meet  the  standards  defined  as 
"archival"  in  the  American  National  Standard,  ANSI  Methylene  Blue  Method  for 
Measuring  Thiosulfate  and  Silver  Densitometric  Method  for  Measuring  Residual 
Chemicals  in  Film,  Plates  and  Papers,  PH  4.8  -  1978.  In  all  such  cases,  film 
shall  be  washed  to  reduce  the  hypo  residue  to  within  allowable  tolerances  as 
defined  in  ANSI  PH  4.8  -  1978.  The  amount  of  thiosulfate  ion  residue  shall  be 
greater  than  0  and  less  than  0.7  micrograms  per  square  centimeter. 

To  confirm  these  tolerances,  the  chemical  testing  of  processed  film  shall  be 
required.  The  Methylene  Blue  Method  shall  be  used  in  meetmg  this  requirement 
as  specified  in  ANSI  PH  4.8  -  1978.  If  reversal  processing  will  be  used,  it  must 
be  full  photographic  reversal  and  not  the  halide-type  reversal. 

(7)  Post-filming  Inspection.  As  soon  after  processing  as  possible,  all  film  shall 
be  inspected  for  errors  and  quality.  This  shall  include  a  resolution  check. 
Inspection  reports  shall  be  prepared  detailing  defects  and  errors,  if  any.  and 
indicating  any  corrections  which  may  be  made.  Said  reports  will  be  returned  to 
the  public  custodian  of  the  records  involved. 
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39.04:  continued 

In  regard  to  roll  film,  corrections  and/or  retakes  are  to  be  spliced  in  at  the 
beginning  of  each  reel  in  a  retake  section  along  with  targets  for  retake 
certificates.  Equivalent  procedures  shall  be  applied  in  the  correction  of  unitized 
microforms. 

39.05  Storage 

Standards  for  storing  original  or  duplicate  film  shall  comply  with  ANSI 
Practice  for  Storage  of  Processed  Safety  Photographic  Film.  PH  1.43  -  1980.  In 
regard  to  the  original  film,  the  following  storage  standards  shall  be  met: 

(1)  Reels  and  Cores.  Microfilm  stored  in  roll  form  shall  be  wound  on  cores  or 
on  reels  of  the  type  specified  in  ANSI  Standard  Dimensions  for  100-foot  Reels 
for  Processed  16  mm  and  35  mm  Microfilm.  PH  5.6  -  1968  (R  1974).  Original  roll 
film  shall  be  stored  on  reels,  etc.  of  inert  plastic  on  non-corroding  metal.  Reels 
of  other  metals  will  be  permitted  only  if  such  reels  are  well  protected  by 
lacquer,  enamel,  tinning,  or  other  corrosion- resist  ant  finish.  Plastics  and 
lacquers  that  might  give  off  reactive  fumes  or  emissions  during  storage  shall  not 
be  used.  The  plastics  must  be  free  of  peroxides.  The  use  of  rubber  bands,  tape, 
paper  strips,  etc.  for  fastening  film  onto  reels  or  cores  is  prohibited.  The 
materials  used  shall  not  ignite,  decompose,  or  develop  reactive  fumes  or  vapors. 

(2)  Storage  Containers.  The  film  shall  be  packaged  either  in  containers  of 
metal  or  inert  plastic  of  proven  quality  or  paper-board  boxes  of  low  acidic 
composition.  Containers  shall  be  sealed  when  necessary  to  maintain  prescribed 
humidity  limits  or  to  protect  the  film  age  st  gaseous  impurities.  If  proper 
temperature  and  humidity  are  maintained  as  :escribed  in  950  CMR  29.05(3),  and 
if  there  is  good  ventilation  and  clean  air  in  the  storage  area,  the  containers  need 
not  be  sealed.  All  containers  shall  comply  with  ANSI  Photographic  Filing 
Enclosures  for  Storing  Processed  Photographic  Film.  Plates  and  Papers,  PH  1.53 
-  1978.  Each  container  shall  be  properly  labelled  with  the  series  title,  reel 
numbers,  and  number  of  documents  (where  possible). 

(3)  Storage  Facilities.  All  original  film  shall  be  housed  in  circumstances 
affording  the  maximum  in  security.  Beyond  essential  measures  to  protect 
against  fire  and  theft  (see  "Specifications  for  Safes  and  Vaults"  issued  by  the 
Supervisor  of  Public  Records),  security  shall  be  construed  to  mean  the  following: 

(a)  Constant  temperature  and  humidity  shall  not  exceed  70°  F.  and  45% 
respectively.  Routine  fluctuations  shall  not  exceed  5%  in  either  of  those 
ranges  over  a  twenty- four  hour  period. 

(b)  Each  storage  facility  shall  be  equipped  with  a  reliable  thermometer  and 
hygrometer  for  the  constant  monitoring  of  temperature  and  humidity. 

(c)  The  facility  shall  offer  protection  from  air-entrained  impurities.  Air 
conditioning  with  non-combustible  air  filters  will  be  most  suitable  for  this 
purpose. 

(d)  Films  of  a  nitrate  base,  or  those  with  nonsilver  emulsion  shall  not  be 
stored  with  silver  halide  microforms  (in  order  to  prevent  degradation  of  the 
silver  film  caused  by  gases  given  off  by  variant  film). 
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39.06:  Inspection 


Regular  procedures  for  the  periodic  inspection  of  film  shall  be  followed.  These 
procedures  are  the  responsibility  of  the  custodian  of  the  records. 

(1)  Inspection  Procedure.  At  approximately  two-year  intervals,  a  one  per  cent 
sample  of  randomly  selected  rolls  of  microfilm  shall  be  inspected.  For  each 
biennial  inspection  a  different  lot  sample  shall  be  chosen,  allowing  some 
overlapping  to  note  any  changes  in  previously  inspected  samples.  The  film  shall 
be  inspected  for  mold  or  fungus,  excessive  brittleness.  film  curl  or  discoloration, 
adherence  of  the  emulsion  to  the  base,  evidence  of  adhesion  and  the  presence  of 
redox  blemishes.  The  inspection  for  redox  blemishes  shall  follow  the  guidelines 
in  the  National  Bureau  of  Standards  Handbook  96,  Inspection  of  Photographic 
Record  Films  for  Aging  Blemishes.  A  re-reading  of  resolution  test  targets  and  a 
remeasurement  of  the  film  density  shall  be  made.  Cans,  boxes  or  reels  used  to 
store  the  film  shall  also  be  inspected  for  evidence  of  rust,  corrosion  and  other 
deterioration. 

(2)  Inspection  Reports.  On  the  basis  of  inspections,  reports  shall  be  prepared 
and  filed  regularly  with  the  Supervisor  of  Public  Records.  Reports  shall  include: 

(a)  quantity  and  identity  of  microfilm  of  permanent  records  on  hand; 

(b)  quantity  and  identity  of  microfilm  inspected; 

(c)  condition  of  the  microfilm; 

(d)  corrective  action  required  if  necessary. 

(3)  Deteriorating  Film.  If  deterioration  is  found  among  the  microfilm  of 
permanent  records,  a  more  extensive  inspection  shall  be  undertaken  to  locate  all 
deteriorating  film.  A  silver  duplicate  shall  be  prepared  to  replace  all 
deteriorating  film.  A  silver  duplicate  shall  be  prepared  to  replace  all 
deteriorating  original  copies. 


REGULATORY  AUTHORITY: 


950  CMR  39.00:  M.G.L.  c  .66,  ss.  1,  3,  8,  8A,  11. 
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SECURITY  AND  DISASTER  PREPAREDNESS 


Imagine  trying  to  fulfill  your  duties  without  records.  Imagine  the 
cost  of  trying  to  replace  those  records,  compiling  them  from  other 
sources,  or  perhaps  starting  from  scratch. 

Total  or  partial  loss  of  records  can  be  the  result  of  poor  security 
practices,  inappropriate  storage  conditions,  or  an  unexpected  disaster. 
Protect  your  records.  Prevent  crises  by  monitoring  storage  of  records, 
and  by  being  prepared  to  act  when  disaster  strikes. 

The  following  information  will  help  you  become  aware  of  dangers 
that  may  adversely  effect  your  records,  and  what  you  can  do  to  prevent 
a  problem  from  becoming  a  disaster.  It  will  also  assist  you  in  developing 
a  Disaster  Plan,  a  set  of  guidelines  that  will  permit  immediate  action 
when  disaster  cannot  be  prevented. 

For  more  information,  consult  Disaster  Prevention  and  Disaster 
Preparedness  (Hilda  Bohem,  Berkely:  University  of  California.  April 
1978),  Procedures  for  Salvage  of  Water-Damaged  Library  Materials 
(Peter  Waters,  2nd  ed.,  Washington:  Library  of  Congress,  1979),  Modern 
Manuscripts  (Kenneth  W.  Duckett,  Nashville:  American  Association  for 
State  and  Local  History,  1975).  The  Records  Management  Unit 
additional  has  preservation  manuals  and  disaster  plans  from  other  states 
and  institutions  on  file  that  may  be  of  assistance. 

A.  SECURITY 

1.      Unauthorized  Access 

Records  Storage 

While  they  must  be  made  accessible  to  workers,  provision  must  be 
made  to  securely  store  records  and  track  their  location.  When 
confidential  records  are  involved,  this  is  particularly  important.  Such 
records  may  be  client  files,  personnel  records,  or  other  records 
containing  personal  data  which  are  governed  by  the  provisions  of  MGL  c 
66A,  the  Fair  Information  Practices  Act.  Other  confidential  records 
governed  by  statute  include  criminal  offender  information  and  records  of 
ongoing  investigations.  Staff  members  who  are  aware  of  restrictions  can 
be  more  sensitive  to  the  security  needs  of  such  records.  Limiting  the 
number  of  people  permitted  entry  to  the  records  storage  area  can  also 
reduce  security  risk.  Storage  locations  should  be  away  from 
well-trafficked  and  public  access  areas.  Storage  equipment  can  protect 
records  from  unauthorized  access,  and  thievery.  Confidential  records 
should  be  returned  to  storage  equipment  when  not  in  use  during  the  day 
and  overnight.  Locking  equipment  should  be  locked.  Unlocking  file 
equipment  in  which  confidential  records  are  stored  may  require  the 
addition  of  clamp-on  bar  locks. 

Where  records  are  stored  in  public  or  accessible  areas,  security  can 
be  strengthened  by  the  human  presence.  A  worker's  desk  may  be  placed 
in  or  adjacent  to  the  storage  area;  the  worker  does  not  have  to  patrol  the 
area  in  order  to  be  an  effective  deterrent  to  unauthorized  access  or 
casual  vandalism.  In  no  case  however  should  records  be  stored  in 
hallways  to  which  the  public  has  unsupervised  access. 


Tracking  Records 

Where  a  centralized  filing  system  is  used,  records  are  located  in 
one  principal  area,  and  are  shared  by  several  workers,  units  or  offices.  If 
properly  maintained,  central  filing  permits  a  high  degree  of  control,  and 
has  other  benefits  such  as  the  enhancement  of  files  completeness. 

Records  can  be  controlled  through  the  use  of  a  sign-out  or 
charge-out  system.  These  tracking  systems  can  be  tailored  to  suit  any 
central  file  situation. 

The  individual  removing  the  record  must  put  an  outguide,  a  stiff 
cardboard  divider  with  a  protruding  tab,  in  the  place  of  the  folder.  The 
outguide  is  ruled  and  labelled  so  the  worker  may  write  in  the  file  name, 
his  name  and  the  date  the  file  was  removed. 

The  worker  is  responsible  for  that  record  until  it  is  returned  to  the 
cabinet  and  the  outguide  removed.  The  outguide  system  operates  with 
central  filing  on  the  premise  that: 

-  there  is  one  place  where  the  file  should  be  when  not  in  active 
use,  and  that 

-  the  remover  is  responsible  for  the  file. 

2.      Physical  Damage 

Mishandling  is  one  of  the  major  causes  of  physical  damage  to 
records.  Documents  should  not  be  rolled  or  folded,  as  this  places  strain 
on  the  paper,  encouraging  breaking  or  tearing. 

Contaminants  that  can  damage  paper  are  sometimes  introduced 
when  handling  records.  Paper  and  microfilm  should  be  handled  with 
clean  hands.  Food,  beverages,  and  tobacco  can  soil  records  if  used  in 
close  proximity. 

Damage  can  also  be  caused  by  improper  use  of  storage  equipment. 
Overcrowded  file  folders  or  cabinets  can  crumple  and  tear  paper.  A  box 
that  is  too  small  will  crush  its  contents:  a  box  that  is  too  large  permits 
contents  to  shift  and  become  torn  or  creased. 

a.      Environmental  Conditions 

The  environment  has  a  powerful  impact  on  the  lifespan  of  records. 
Extremes  in  temperature  and  humidity,  light  and  air  quality  can  all  have 
adverse  effects  on  the  paper,  microforms  and  magnetic  media  stored  in 
active  office  space  or  in  storage  rooms  or  areas.  Magnetic  media,  such 
as  tapes,  diskettes  and  drums,  require  special  storage  conditions.  See 
Section  4,  Machine  Readable  Records,  for  more  information.  It  is 
difficult  to  control  environmental  conditions  in  active  office  space, 
however,  certain  conditions  may  be  mitigated.  Storage  rooms  and  areas, 
particularly  when  they  are  located  in  less  than  prime  space,  may  be  even 
more  difficult  to  control.  In  these  instances,  off-site  storage  at  the 
State  Records  Center  or  transfer  to  the  Archives  should  be  considered. 

Temperature  and  Humidity 

The  preferred  standard  for  temperature  is  60°-67°  F;  preferred 
relative  humidity  level  is  40%-50%.  Higher  levels  accelerate  generation 
of  acids  in  paper.  Mildew  is  one  result  of  high  humidity.  The  fungus 
affects  both  paper  and  microforms,  particularly  silver  halide  film. 

Fluctuations  in  temperature  and  humidity  cause  paper  to  expand  as 
it  absorbs  moisture  and  contract  as  it  is  released.  This  causes  friction  of 
paper  fibers,  resulting  in  weakening  and  breakage. 
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Records  should  not  be  stored  in  areas  where  high  temperatures  are 
likely,  such  as  attics  or  boiler  rooms.  An  air  conditioning  unit  might  be 
installed  in  the  records  room  or  area  to  mitigate  the  effects  of  high 
summer  temperatures. 

Portable  humidifiers  or  dehumidifiers  may  be  used  to  improve 
undesirable  humidity  levels.  In  damp  areas  where  the  use  of 
dehumidifiers  is  not  possible,  an  effort  should  at  least  be  made  to  keep 
the  air  moving  through  the  use  of  fans,  window  openings  and  coverings. 

Light 

Excessive  levels  of  sunlight  and  flourescent  light  are  damaging  to 
documents  because  of  the  large  amounts  of  ultra  violet  (UV)  radiation 
they  contain.  UV  rays  act  as  catalysts  for  chemical  reactions  which 
break  down  the  cellulose  molecule  of  which  paper  is  composed;  the  result 
is  discoloration,  embrittlement.  and  structural  weakness.  UV  rays  also 
degrade  microform  images,  causing  them  to  fade. 

Filtering  sleeves  should  be  placed  on  flourescent  lights  to  reduce 
the  UV  rays.  The  UV  rays  in  sunlight  can  be  reduced  by  the  installation 
of  window  glass  coated  with  filtering  substance  or  window  coverings. 
Blinds,  made  of  a  special  filtering  plastic,  may  also  be  used. 

Where  special  equipment  is  unavailable,  damage  can  be  reduced  by 
closing  window  blinds  or  shades.  If  filtering  sleeves  for  flourescent 
lights  cannot  be  purchased,  some  damage  can  be  avoided  by  the  use  of 
"warm  white"  tubes,  which  emit  fewer  UV  rays  than  do  other  types. 

Atmosphere 

It  is  important  to  maintain  a  clean,  pollution  and  dirt-free 
atmosphere  in  records  storage  areas.  Pollution  in  the  form  of  gases  and 
particles  can  cause  paper  fibers  to  weaken  and  disintegrate.  Gases  bring 
about  acid  deterioration  of  paper  and  the  gradual  fading  of  microfilm 
images.  Dust,  dirt  and  pollen  particles,  though  very  small,  have  rough 
edges  which  cut  paper  fibers  and  abrade  the  surface  of  microfilm. 

Records  storage  areas  should  be  located  away  from  photocopying 
equipment.  Such  devices  produce  ozone  and  ammoma.  both  of  which  are 
harmful  to  paper  and  microfilm. 

Various  types  of  filtering  systems  can  be  installed  in  records 
storage  areas  to  combat  pollution;  the  most  effective  of  these  is  an 
alkaline  water  wash,  used  with  a  fiber  filter.  This  system  traps  both  gas 
and  particle  pollutants. 

A  strong  effort  must  be  made  to  keep  the  storage  area  clean  by 
dusting  and  vacuuming  regularly.  Synthetic  fiber  dust  cloths  which  have 
an  electrostatic  attraction  for  dust  particles  are  recommended. 

b.      Special  Problems 

Seepage 

Seepage  and  other  sources  of  dampness  are  common  in  such  storage 
areas  as  basements.  If  records  must  be  stored  in  such  an  area,  the 
location  should  be  checked  for  water  marks.  Records  containers  must 
always  be  placed  on  pallets  or  shelving  at  least  four  inches  above  the 
floor  or  highest  mark. 

If  seepage  is  likely,  water  detectors  can  be  installed,  either  as  a 
stand  alone  unit  or  as  part  of  an  existing  security  system.  The  detector 
must  have  an  audible  alarm,  or  be  connected  to  a  phone  dialer,  to  ensure 
that  someone  is  alerted,  even  when  the  facility  is  closed  for  the  night. 


A  dehumidifier  should  also  be  used  in  such  areas,  to  keep  humidity 
at  acceptable  levels.  As  a  last  resort,  an  electric  fan  can  be  used  to 
keep  air  moving,  lessening  the  possibility  of  mildew  and  mold. 

Infestation 

Insects  and  rodents  can  do  a  great  amount  of  damage,  especially  in 
little  used  areas  of  a  collection.  Dusty  and  dirty  paper  is  a  primary  food 
source  for  cockroaches,  silver.fish,  carpet  beetles  and  other  insect 
varieties.  These  insects  attract  vermin  which  may  feed  on  the  insects 
and  use  paper  materials  for  nestbuilding.  Infestation  may  be  revealed  by 
a  powdery  residue  left  on  shelving  after  insects  have  eaten  into  records, 
or  the  insects  themselves  may  be  seen.  Vermin  may  be  revealed  by 
characteristic  droppings  or  the  torn  edges  of  paper  or  boxes. 

Ideally,  storage  areas  are  cleared  of  infestation  prior  to  the 
introduction  of  records,  and  are  kept  free  of  infestation  through  good 
housekeeping  practices.  If  insect  infestation  is  discovered  after  records 
are  in  storage,  extermination  should  proceed  quickly.  There  is  always 
the.  danger  that  the  insects  may  move  into  the  records  containers,  or 
attract  vermin.  If  the  insects  do  infest  storage  equipment,  the  records 
custodian  must  contact  a  conservator  or  the  Records  Management  Unit 
for  further  information.  An  insect  may  have  to  be  examined  and 
identified  prior  to  extermination  as  certain  types  of  chemicals  used  in 
this  process  may  damage  inks  and  paper  while  failing  to  deter  the 
specific  insect. 

A  professional  exterminator  should  be  contacted  quickly  to 
exterminate  vermin  in  records  storage  areas. 

Potential  Problems 

Even  storage  areas  with  good  environmental  conditions  can  harbor 
potential  problems  that  may  be  even  more  devastating  than  high 
temperature  or  humidity.  Be  alert  to  possible  dangers  and  do  not  store 
records  near  exposed  electrical  wiring,  and  water  and  heating  pipes.  Do 
not  store  records  under  skylights  or  in  areas  prone  to  leakage  due  to  roof 
or  gutter  problems. 

If  records  must  be  stored  in  telephone  or  other  equipment  rooms, 
use  metal  shelving  and  container  records  to  offer  some  minimal 
protection.  Protect  records  stored  near  pipes  with  plastic  sheeting  as 
necessary. 

Inspect  skylights,  roof  and  gutters  annually  to  prevent  problems  in 
records  areas.  Always  store  records  on  pallets  or  shelving;  use  water 
detectors  if  the  area  has  a  history  of  water  problems. 

Every  storage  area  can  be  improved  by  the  addition  of  heat  and 
smoke  detectors,  and  fire  extinguishing  equipment.  Such  precautions 
could  prevent  a  problem  from  becoming  a  disaster. 

B.      DISASTER  PREPAREDNESS 

In  order  to  be  prepared  for  disaster,  the  records  custodian  must 
assume  a  risk  management  perspective.  What  steps  can  be  taken  to 
mitigate  the  costs  of  loss  and/or  recovery  of  information? 

As  a  part  of  this  analysis,  vital  operating  records  should  be 
identified.  How  can  this  information  be  replaced  or  rebuilt  from  other 
sources?  Can  information  be  rebuilt  from  records  held  by  other  units  or 


departments?  Is  it  more  cost  effective  to  replace  the  items  or  restore 
them?  Gathering  this  information  in  advance  will  assist  the  records 
custodian  to  prevent  disaster,  and  will  permit  immediate  action  to  be 
taken  after  a  disaster. 

The  custodian  may  explore  the  use  of  microfilm,  stored  off-site,  as 
a  security  precaution;  off-site  storage  of  microfilm  would  save  the 
expense  of  recovery  or  replacement  of  vital  information,  as  well  as 
prevent  a  break  in  normal  business. 

The  custodian  may  also  consider  the  benefits  of  insuring  against 
loss  or  damage  of  records  and  the  information  they  contain.  Records 
custodians  may  consult  with  insurance  authorities  to  devise  a  plan  to 
ease  the  costs  of  loss  and  recovery  of  information. 

1.      The  Disaster  Plan 

Some  records  losses  cannot  be  prevented;  certain  situations,  such 
as  fire  or  flood,  cannot  be  predicted.  In  these  cases,  being  prepared  to 
take  appropriate  action  may  minimize  the  unavoidable  losses.  A  written 
plan  will  prepare  workers  to  move  quickly  to  salvage  records. 

a.  Inventory 

It  is  of  crucial  importance  to  know  what  records  are  being  held  and 
their  value.  A  current  inventory  will  assist  in  prioritizing  the  salvage 
plan,  in  identifying  which  records  are  important  enough  to  require  full 
restoration  and  which  may  hold  information  that  can  be  replaced  or  done 
without.  An  inventory  in  conjunction  with  a  floor  plan  will  document  the 
location  of  records  series  and  will  assist  the  agency  in  maintaining 
physical  and  intellectual  control.  After  a  disaster,  vital  records  can  be 
located  quickly  and  given  immediate  attention. 

b.  Resources 

The  plan  should  contain  a  list  of  needed  resources,  including  people 
to  be  contacted.  These  might  include  the  Police  and  Fire  Departments, 
the  Supervisor  of  Public  Records,  building  superintendent  or  landlord, 
agency  head,  administrative  services  representative,  agency  crisis 
workers,  vendors,  specialists  such  as  conservators,  microfilm  developers, 
etc.  The  list  should  include  phone  numbers;  important  numbers  should 
also  be  posted  near  the  phone.  Involved  parties  must  be  made  aware  of 
their  role  in  the  plan  in  advance,  whether  as  workers  or  vendors.  It  is 
advisable  to  provide  written  information  to  key  actors-  such  as  the  Fire 
Department  and  Police  Department. 

Potential  suppliers  of  necessary  items  should  be  identified  in 
advance  and  notified  that,  should  the  need  arise,  their  aid  may  be 
requested.  This  must  include  equipment,  work  space  and  transportation. 
In-house  locations  of  supplies  should  be  checked  annually  to  be  sure  that 
they  are  available  when  they  are  needed. 

Items  I  through  VII  in  the  appended  "Information  for  Disaster 
Planning "  outline  concern  information  on  resources. 


c.      Plan  of  Action 


The  first  step  in  any  plan  of  action  must  be  to  halt  the  source  of 
damage;  this  might  entail  locating  and  shutting  off  a  water  main,  or 
notifying  the  Fire  Department.  The  plan  must  go  on  to  include  step  by 
step  procedures  for  assessing  the  damage  and  specific  actions  that  must 
be  taken  to  salvage  and  restore  materials.  After  locating  and  halting  the 
source  of  damage,  the  next  steps  must  include: 

1.  notification  of  the  official  responsible  for  the  facility; 

2.  the  carrying  out  of  a  preliminary  survey  of  the  scene  of  the 
disaster,  and  the  making  of  a  report  to  the  Supervisor  of  Public  Records, 
which  includes,  as  best  as  can  be  ascertained, 

a.  the  nature  of  the  disaster, 

b.  the  extent  of  the  damage  to  the  repository, 

c.  the  type  of  records  involved, 

d.  the  type  and  extent  of  damage  to  the  records, 

e.  the  volume  of  the  records  affected  by  the  disaster,  damaged 
and  otherwise. 

After  consultation,  the  Supervisor  of  Public  Records  may- 
determine  that  direct  state  assistance  is  necessary.  In  this  case,  a 
member  of  the  Records  Management  Unit  will  be  sent  to  the  scene  of 
the  disaster.  If  no  direct  State  assistance  is  deemed  necessary,  the 
official  responsible  for  the  facility  should  begin  to  implement  the 
contingency  plan  and  conduct  a  complete  survey  at  the  earliest  possible 
moment  and  report  his  findings  to  the  Supervisor. 

The  records  analyst  sent  to  the  scene  will,  conduct  a  survey  of  the 
damage  to  the  repository  and  its  holdings  and  act  as  liaison  between  the 
official  responsible  for  the  repository  and  the  Supervisor  of  Public 
Records.  The  analyst  will  work  with  the  official  and  provide  assistance 
and  support  for  salvage  and  conservation  efforts. 

In  addition  to  assessing  damage  and  notifying  authorities  and  crisis 
workers,  the  Records  Liaison  Officer,  or  head  of  the  crisis  team,  must 
also  begin  to  gather  supplies  and  identify  work  space.  Alternative 
sources  of  electricity,  sump  pumps  and  other  equipment  may  need  to  be 
procured.  One  of  the  most  important  tasks  will  be  to  brief  crisis  workers 
on  the  method  and  priorities  of  the  salvage  operation,  including  details 
such  as  how  materials  will  be  packaged  and  labelled.  NO  SALVAGE 
ACTIVITIES  SHOULD  BEGIN  UNTIL  AN  OVERALL  PLAN  HAS  BEEN 
ESTABLISHED.  An  uncontrolled  operation  may  do  as  much  damage  as 
the  disaster. 

This  overall  plan  must  include: 

1.  a   tentative  plan  for  retrieving  records  from  the  damaged 
structure; 

2.  a  plan  for  removing  records  to  temporary  storage  facilities: 

3.  a  plan  for  maintaining  control  (and  confidentiality  if  necessary) 
of  records  during  and  after  the  move: 
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4.  a  listing  of  available  conservation  facilities  and  organizations 
(such  as  the  Northeast  Document  Conservation  Center); 

5.  a  plan  for  the  evacuation  of  the  most  important  records  in  the 
event  of  a  forecast  disaster. 

The  following  sections  describe  suggested  procedures  for  the  most 
common  disasters:  damage  due  to  fire  and  water.  There  may  be  hazards 
peculiar  to  a  specific  storage  location,  such  as  chemical  spills  or  gas 
leakages;  of  course,  the  disaster  plan  for  such  storage  areas  should 
include  specific  procedures  for  those  problems. 

2.  Procedures 

When  it  is  safe  to  enter  the  area,  assess  the  extent  of  the  damage 
with  the  aid  of  the  inventory  and  floor  plan.  Determine  the  type  of 
damage  done  to  the  storage  area  and  records,  and  the  value  of  the 
records  damaged.  This  basic  assessment  will  help  the  agency  evaluate 
the  seriousness  of  the  disaster  and  the  appropriate  course  of  action. 

a.  Fire  Damage 

In  a  rapidly  controlled  blaze,  fire  damage  may  be  more  apparent 
than  real.  Records  inside  damaged  boxes  may  still  be  in  good  condition. 

Intense  heat  causes  embrittlement  of  paper,  even  if  the  paper 
itself  is  not  bumed.  Records  that  have  inherent  value,  where  a  copy  will 
not  retain  the  same  value  as  the  original,  should  be  examined  by  a 
conservator. 

Where  important  records  are  badly  charred,  do  not  try  to  open 
bundles.  They  should  be  wrapped  and  brought  to  the  conservator. 

Where  short-term  records  are  embrittled  or  slightly  damaged  by 
fire,  they  may  be  photocopied;  long-term  records  may  be  microfilmed. 

b.  Water  Damage 

Initial  salvage  procedures  will  depend  largely  on  the  weather.  The 
object  is  to  avoid  the  stagnant  pockets  of  moist  air  that  encourage  mold 
growth;  air  must  be  kept  moving,  and  humidity  must  be  kept  under 
control. 

In  all  cases,  electric  fans  should  be  used  to  keep  air  moving.  If  the 
weather  is  dry,  windows  may  be  opened;  if  not.  windows  should  remain 
closed,  and  a  dehumidifier  should  be  used.  In  the  case  of  a  water-related 
disaster  in  the  winter,  it  is  wise  to  turn  off  the  heat;  in  the  summer,  air 
conditioning  should  be  used  if  available. 

Quantities  of  absorbent  materials,  such  as  paper  towels,  or 
imprinted  newsprint,  will  be  needed.  Work  surfaces  should  be  covered 
with  plastic. 

Damp  materials  should  be  removed  carefully  from  boxes  or  storage 
equipment,  and  spread  out  on  flat  surfaces  to  dry.  Large,  clean  window 
screens  (of  the  plastic  or  fiberglass  varieties  only)  may  be  propped  a  few 
inches  off  the  table  or  floor  to  allow  maximum  circulation.  Plastic  or 
fiberglass  screening  may  be  purchased  in  bulk  rolls  from  hardware  stores. 


Very  wet  materials  are  fragile  and  difficult  to  separate:  these 
materials  should  not  be  moved.  A  conservator  or  records  analyst  can  be 
called  in  for  consultation  as  necessary. 

Volumes  and  Pamphlets 

Bound  materials  that  can  stand  upright  should  be  fanned  open  in 
the  direct  flow  of  air  from  a  fan.  Very  wet  volumes  should  be  stood 
upright  on  absorbent  paper  which  is  changed  as  it  becomes  wet.  If  the 
pages  stick  together  as  the  volume  dries,  absorbent  paper  can  be 
interleaved  every  two  to  six  pages. 

Clay  coated  pages  (indicated  by  a  glossy  finish)  must  be  interleaved 
EVERY  page  if  the  volume  is  to  be  air  dried.  Any  page  that  is  not 
interleaved  will  fuse  with  the  facing  page. 

Pamphlets  and  paperbound  materials  may  be  hung,  spine  up  and 
lengthwise,  on  a  clothesline,  with  the  cord  running  through  the  center  of 
the  book.  Thick  paperbacks  can  be  hung  with  two  or  more  parallel  cords 
running  through  them. 

Mold 

Moldy  materials  must  be  dried  as  quickly  as  possible.  Do  not 
attempt  to  wipe  mold  or  mildew  from  wet  materials,  as  the  residue  will 
be  rubbed  into  the  paper.  As  soon  as  the  drying  is  complete,  materials 
should  be  evaluated  for  fumigation. 

Once  dry,  mildew  and  moid  residue  can  be  treated  similaly  to  other 
forms  of  surface  dirt  and  be  brushed  or  vacuumed  off. 

Nontextual  Materials 

Microfilm,  movies,  slides,  negatives,  and  other  film  base  materials 
should  be  immersed  in  water  in  plastic  bags,  and  the  bags  themselves 
placed  in  a  plastic  (not  metal)  garbage  can  of  cold  water.  Materials 
must  remain  wet  until  they  can  be  dried  with  professional  equipment. 
Placing  items  in  plastic  bags  keeps  materials  readily  retrievable  and 
identifiable. 

Little  is  known  about  the  effects  of  fire  and  water  damage  to 
magnetic  media.  Ideally,  magnetic  media  is  duplicated  and  back  up 
copies  held  off-site.  In  situations  where  original  machine  readable 
records  are  damaged,  the  vencver~or  service  bureau  should  be  contacted 
immediately.  They  may  suggest  professional  cleaning  and  drying,  or 
freeze  drying. 

Freezing 

In  all  cases,  if  water  damage  is  extensive  and  materials  cannot  be 
salvaged  within  two  or  three  days,  damaged  items  should  be  frozen  until 
they  can  be  dried;  freezing  will  stop  the  destructive  action  of  the  water 
on  the  paper.  Materials  can  be  held  in  a  frozen  state  for  up  to  two  years 
without  damage.  Temperatures  between  10°  and  20°  for  both  initial 
freezing  and  storage  are  preferred.  Residential  freezers  are  not- 
adequate  for  freezing  water-damaged  records. 

Plastic  interlocking  milk  cartons  and  good  quality  freezer  wrap  are 
needed  to  prepare  records  for  freezing.  Volumes  should  be  sleeved  in 
freezer  paper  and  packed,  spine  down.  Records  should  be  wrapped  in  two 
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inch  thick  packets,  and  packed  carefully  in  cartons,  so  cartons  may  still 
be  stacked.  Packages  and  cartons  must  be  marked  to  indicate  the  type 
of  material,  previous  location  and  priority. 

If  freezer  space  is  limited,  priorities  might  be: 

(1)  irreplaceable  items  which  have  developed  mold, 

(2)  irreplaceable  items. 

(3)  items  that  can  only  be  replaced  with  difficulty,  etc. 
Frozen  materials  can  be  dried  m  large  quantities  by  freeze  and 

vacuum  drying  techniques,  but  it  is  expensive  and  requires  special 
facilities.  This  means  that  materials  may  have  to  be  shipped  long 
distances. 

Materials  to  be  freeze  dried  can  be  frozen  unwrapped,  in 
interlocking  plastic  milk  cartons,  packed  three-quarters  full.  Cartons 
should  be  marked  to  indicate  the  type  of  material  and  its  previous 
location. 

c.  Replacement 

Depending  on  the  amount  of  damage,  several  alternatives  exist: 
original  records  can  be  salvaged  and  treated  on-site  or  in  a  nearby  work 
area;  records  can  be  removed  to  storage  while  awaiting  treatment,  or 
moved  to  a  laboratory  for  conservation.  There  may  also  be  cases  where 
records  are  too  damaged  to  be  repaired  and  are  of  short-term  value;  the 
agency  may  consider  discarding  them. 

Replacement  may  be  a  viable  alternative.  Some  records  can  be 
replaced  by  duplicate  or  related  senes  held  elsewhere.  Information  from 
several  sources  may  permit  the  damaged  records  to  be  rebuilt.  Before 
any  series  is  rebuilt,  the  value  of  the  records  should  be  carefully 
assessed.  Reconstruction  is  labor-intensive  and  thus  a  costly  process. 


APPENDIX 

Information  Needed  for  Disaster  Planning 
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INFORMATION  NEEDED  FOR 


DISASTER  PUNNING 


I .  Name  of  Agency   

II.  Date  of  completion  or  update  of  this  form: 

III.  Persons  to  be  called  in  case  of  disaster: 


Pos  i  t  i  on 


Name 


Home 
Phone 


Spec  i  f  i  c  Respons i b  i  I  i  ty 
i n  Case  of  Pi saster 


Records  Liaison 
Of  f i cer/Respon- 
sible  Official 


Person  in  charge 
of  building 
ma i ntenance 


Supervisor  of  (Of f i ce) 

Public  Records    727-4Q62         I f  the  s i tuat ion  war  rants 

Supe  r  ,  ■  sc  r  ,v .  :  '  z  ■  s- 
patch  a  conservator  or  Re- 
cords Management  Unit  Mem- 
ber to  assist  the  Agency. 

In-house  d i saster 
Recovery  Team 
member  s 
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IV.      Other  services  possibly  needed  in  an  emergency: 

Service  Company  and/or  Name  of  Contact  Phone 

Fire  Department     

Police  or  Sheriff     

Ambu I ance     

Civil  Defense     

t 

Regional  Conserva- 
t  ion  Center /D i sas- 

ter  Assistance  Northeast  Document  Conservation   61 7-470-1 010  

Center  Andover ,  MA  

Insurance  company     

Legal  advisor     

Electrician     

Plumber   ;   ■__   

Carpenter     

Exterminator      ^ 

Chem  i  s  t     

Mycologist   .    

Locksmith     

Utility  companies   


Arch  i  tec t  or 
Bui  Ider 

Janitorial  Service 
'Glazier 


• 
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V. 


Upkeep  Check  list 


Date  Checked 


A.  Locks  of  doors  &  windows  secure  and 
keys  accounted  for7 

B.  Emergency  numbers  posted  near  every 
telephone 

C.  Last  inspection  by  local  fire  department 
official? 


1.  Fire  extinguishers  updated  &  operable7 

2.  Smoke  alarms  operable? 

3.  Sprinkler  system  operable7 

4.  Water  detectors  operable7 
.5.  Halon  System  operaDle7 

D.  Flashlights  operable:    (one  in  each  dept.. 
public  desk  and  Civil  Defense  shelter) 

E.  Transistor  radio  operable7 

F.  Staff  familiarized  (by  tour,  not  map)  with 
location  of  fire  extinguishers,  flashlights, 
radio,  CD  shelter,  &  where  to  reach  members 
of  disaster  recovery  team7 

G.  Last  f i  re  dr i I  I7 


H.    Last  Civil  Defense  drill7 


I.    Date  of  last  analysis  &  update  of 

insurance  coverage7   

VI.       INSERT  COPIES  OF  LAST  INVENTORY  REPORT.  OVERALL  CONTINGENCY  PLAN  AND 
INSURANCE  POLICIES  HERE 
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VII.     In-House  Emergency  Equipment: 

(List  locations  and  attach  floor  plans  with  locations  labeled) 

A.  Main  ut  i I  i  t  ies: 

1.  Main  electrical  cut-off  switch: 

2.  Main  water  shut-off  valve: 

3.  Main  gas  shut-off : 

4.  Sprinkler  system: 

B.  Nearest  C.B  radio: 

C .  F  i  re  Ext  i  ngu  i  sher  s : 

D.  Smoke  Alarms: 

E.  Portable  pump  (if  one  on  site): 

F.  Plastic  Sheeting  (stored  with  scissors  &  tape): 

G.  Paper  towel  supply  (if  kept  on  site): 

H.  Fi  rst  aid  kit: 


Have  all  members  of  Disaster  Team  toured  A-H  above7 


Date 
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VIII.      Off-site  Emergency  Equipment  &  Supplies: 

Supp I i er 

I  tern                                   (company  or  institution  or  name)  Phone  Number 

Library  trucks     

Drying  space    

Refrigerator  trucks  '_  

Deep  freeze  facilities   ;    

Dehumidi f iers     


P I ast  i c  crates  such 
as  used  to  transport 
milk  car  tons 

Por  tab  I e  e I ect  r  i c 
sump  pump 

Heavy  duty  extension 
cords 

Rol Is  of  plast  ic 
sheet  i  ng 

E I ect  r  i  c  Fans 

Ext  ra  secur  i  ty 
per  sonne I 

Thymol  crystals  & 
denatured  alcohol 

Unpr  i  nted  newspr i nt 

Dry  ice 

Freezer  or  wax  paper 
P I ast  i c  t  rash  bags 
Paper  towels 
Water  hoses 
Sponges ,  mops ,  pa  i  I s 
Brooms 

Rubber  gloves 
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IX.      Disaster  Team  Records: 

Who  on  the  full-time  staff  has  a  copy  of  this  plan  and, is  familiar  with 
i  ts  contents? 


List  all  locations  where  this  plan  is  on  file  (on  and  off  the  premises) 
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DISPOSITION 


Disposition  is  the  regular  and  rational  process  by  which  records  are 
removed  from  the  office  when  they  are  no  longer  active.  These  inactive 
records  may  be  removed  and  destroyed  if  they  have  no  further 
usefulness,  or  they  may  be  removed  and  sent  to  an  off-site  location  for 
temporary  or  permanent  storage  if  they  have  remaining  usefulness  or 
value.  Rational  removal  of  records  insures  continuous  access  to 
neccessary  records,  and  saves  the  cost  of  mamtaining  superfluous 
records  in  the  office. 

Without  proper  disposition,  records  accumulate  in  file  cabinets  and 
in  boxes;  these  records  may  occupy  expensive  filing  equipment  and  costly 
office  space.  More  importantly,  the  accumulation  of  material  hinders 
access  to  active  records.  Active  records,  and  inactive  records  of 
permanent  value  may  be  lost  in  the  avalanche  of  paper.  The  records  may 
overflow  into  conference  rooms  and  corridors,  areas  where  they  will 
constitute  both  a  fire  hazard  and  a  hazard  to  confidentiality. 

Agency  staff  will  weary  of  the  records  traffic  jam,  and  arrange  to 
have  the  records  destroyed  or  sent  off-site.  This  method  of  coping  with 
a  records  crisis  frequently  results  in  major  losses  of  information;  perhaps 
no  one  knows  what  records  were  destroyed,  or  which  were  sent  to 
storage  and  how  to  access  them. 

Indiscriminate  removal  of  records  has  caused  more  crises  than  it 
has  solved. 

Overview  of  Disposition 

The  process  of  disposition  for  state  records  begins  with  an 
inventory  of  the  agency's  holdings;  this  information  is  analyzed  by  the 
agency's  Records  Retention  Committee  (see  page  7-5),  and  documented 
on  a  Disposal  Schedule.  The  Schedule,  a  blueprint  for  future  disposition 
activity,  is  submitted  to  the  Records  Conservation  Board  for  approval. 
The  Board  is  the  group  responsible  for  approving  actions  relating  to  the 
retention  and  disposition  of  state  records.  No  state  records  may  be 
destroyed  or  transferred  without  the  Board's  approval. 

After  the  Schedule  has  been  amended  and/or  approved,  requests  for 
permission  to  initiate  specific  records  actions  may  be  submitted  to  the 
Board.  These  request  may  be  Destruction  Permissions,  for  approval  to 
destroy  records,  or  Transfer  Permissions,  for  approval  to  send  records 
off-site  to  the  State  Records  Center  or  State  Archives,  as  permitted  by 
the  Schedule. 

A.      RECORDS  INVENTORY 

Disposition  must  begin  with  a  records  inventory;  how  can  an  agency 
make  decisions  about  disposing  of  records  if  the  identity  and  value  of 
those  records  is  not  known?  The  inventory,  if  it  is  the  first  the  agency 
has  conducted,  will  be  a  major  undertaking;  in  agencies  where  the 
inventory  is  an  annual  event,  it  will  serve  as  an  update.  Effective  and 
appropriate  disposition  requires  information  on: 

1.  the  identity  of  the  records  held  in  the  office. 


2.  the  point  at  which  the  records  become  inactive, 

3.  the  records'  values. 

The  inventory  gathers  information  in  the  first  two  areas;  the  third 
area  requires  the  formation  of  a  Records  Retention  Committee  to 
appraise  the  reference  use  and  value  of  the  records.  The  Records 
Retention  Committee's  recommendation  will  be  based  largely  on  the 
inventory,  including  such  information  as  the  existence  of  duplicate 
records,  etc. 

1.      Identification  of  Records 

The  unit  of  description  in  the  inventory  is  a  RECORDS  SERIES. 
Likewise,  all  disposition  is  carried  out  at  the  series  level.  Records  in  a 
series  may  be  defined  as  relating  to  a  particular  function,  resulting  from 
the  same  activity,  having  a  particular  form,  or  some  other  relationship 
arising  out  of  their  creation,  receipt  or  use. 

Another  way  to  think  of  a  record  series  is  as  a  group  of  records 
that  have  similar  characteristics,  are  likely  to  be  stored  together,  and 
should  not  be  mixed  with  other  groups  of  records  in  the  office.  For 
example,  vouchers  and  minutes  are  not  stored  together:  each  is  a 
separate  series.  Most  series  have  a  beginning  and  an  end  and  offices  will 
often  maintain  one  or  more  alphabetical  files  which  run  from  A  to  Z. 
Each  one  is  a  record  series. 

The  INVENTORY  is  a  systematic  description  of  records  series.  It 
can  be  approached  in  many  different  ways,  and  there  are  a  variety  of 
forms  available  to  assist  inventory  personnel.  A  sample  form  is  included 
(see  Appendix). 

At  a  minimum,  the  inventory  should  collect  the  following 
information  on  each  record  series: 

1.  the  name  and  location  of  the  holding  office; 

2.  the  title  of  the  records  series  used  by  operating  personnel; 

3.  a  description  of  the  series,  including  who  created  the  records, 
for  what  purpose,  and  statutory  references; 

4.  the  inclusive  dates; 

5.  the  volume  of  the  series  (the  number  of  file  drawers,  boxes, 
shelves  or  volumes  it  occupies); 

6.  the  arrangement  of  the  records,  such  as  alphabetical  by  name, 
numerical  by  project  number,  etc.; 

7.  the  location  and  media  of  duplicates; 

8.  the  records'  annual  rate  of  accumulation; 

9.  the  frequency  with  which  the  records  are  cut-off  (When  is  a 
new  file  started?  At  the  end  of  the  fiscal  year?  When  the  case 
has  been  inactive  for  two  years?  etc.); 

10.  the  level  of  reference  use,  such  as  often  (daily),  seldom 
(monthly),  or  rarely  (less  than  once  a  month  per  file  drawer); 

11.  the  length  of  time  records  are  needed  for  current  business 
(when  their  reference  status  moves  from  "often  '  to  rarely  "). 

The  inventory  provides  the  information  necessary  to  assess  the 
reference,  or  activity  level  of  the  records,  their  uniqueness,  and  the 
reason  for  creating  and  mamtaining  the  records;  this  information  is 


needed  to  assign  an  appropriate  Lifespan  or  retention  period  to  the 
records  series. 

The  inventory  also  provides  the  information  necessary  to  physically 
locate  and  remove  those  records  that  are  no  longer  needed  in  the  office. 
Most  often  an  INCREMENT,  or  portion,  of  a  series  described  in  the 
inventory  will  be  eligible  for  removal. 

This  information  can  be  gathered  during  a  tour  of  the  office.  Users 
and  creators  can  contribute  important  information  to  the  inventory.  All 
records,  including  indexes  and  logs,  should  be  included.  The  completed 
inventory  may  be  quite  revealing.  Inventory  personnel  may  discover: 

'useful  or  important  records  that  had  been  temporarily 
misplaced  or  forgotten; 

•duplicate  record  groups  or  records  containing  duplicate 
information; 

•inactive  records  that  are  not  needed  for  frequent  reference; 
'inactive  records  that  have  no  further  usefulness,  and  will  not 
be  referenced  again. 

The  results  of  the  inventory  may  indicate  areas  in  which  operating 
efficiency  can  be  increased,  and  operating  costs  decreased.  Maintaining 
duplicate  records  can  be  a  waste  of  clerical  labor,  as  well  as  of 
expensive  storage  equipment  and  space.  Inactive  records  should  not  be 
stored  in  valuable  office  space;  they  can  be  stored  more  economically 
off-site.  Records  that  have  no  further  value  should  be  destroyed. 

Removing  such  records  from  office  storage  equipment  and  space 
will  enhance  access  to  needed  records,  and  release  clerical  time  for 
more  important  duties. 

2.      What  is  an  Inactive  Record? 

The  distinction  between  active  and  inactive  materials  is  obviously 
an  important  one;  unfortunately,  it  is  not  always  immediately  apparent, 
even  to  those  who  create  or  use  the  records.  It  is  wise  to  test  current 
assumptions  if  any  uncertainty  exists  about  the  reference  activity  of  the 
records  series. 

Records  referenced  less  than  six  times  per  linear  foot  annually  are 
INACTIVE;  records  referenced  six  times  or  more  per  linear  foot  annually 
are  ACTIVE.  A  full  file  drawer  contains  two  linear  feet  of  records;  this 
means  that  drawers  referenced  an  average  of  less  than  once  a  month 
contain  inactive  records. 

There  are  several  methods  to  assess  reference  activity:  two  of 
which  are  described  below. 

1.  This  method  involves  noting  each  time  specific  drawers  are 
referenced  during  a  four  week  period.  Depending  on  the  size  of  the 
records  series,  a  paper  may  be  marked  into  squares,  one  for  each  drawer; 
if  it  is  a  large  series,  <each  drawer  may  be  numbered,  and  the  numbers 
listed  in  a  column  on  a  piece  of  paper.  With  both  approaches,  the  paper 
should  be  affixed  to  a  file  cabinet  or  wall  in  the  filing  area,  the 
beginning  and  end  dates  of  the  four  week  period  should  be  marked  on  the 
paper,  and  personnel  should  be  notified  that  each  time  a  drawer  is 
referenced,  the  appropriate  square  or  line  should  be  marked. 

At  the  end  of  the  month,  the  paper  will  contain  a  picture  of 


7-3 


records  series  activity.  If  only  one  or  two  items  per  drawer  have  been 
pulled  during  the  month,  the  records  it  contains  are  inactive. 

This  method  is  particularly  suited  for  records  arranged 
chronologically  or  numerically.  This  type  of  assessment  indicates  the 
age  at  which  the  records  are  no  longer  needed  for  current  business,  that 
is,  the  cut-off  between  active  and  inactive  records. 

2.  This  method  is  suited  for  records  arranged  alphabetically, 
although  it  can  be  used  effectively  with  any  record  group. 

Each  time  a  file  is  referenced  in  the  records  series,  a  manila  folder 
should  be  placed  in  front  of  it.  Pull  forward  into  the  new  folder  any  item 
that  has  been  referenced.  At  the  close  of  the  month,  count  the  items  in 
the  new  folders.  How  many  items  have  been  moved  forward?  If  only  one 
or  two  items  have  been  pulled  forward  per  drawer  during  the  month,  then 
the  record  group  is  inactive. 

If  three  or  more  items  per  drawer  were  referenced,  examine  the 
items  themselves.  Do  these  materials  have  any  common  characteristics7 

If  the  items  are  the  same  age,  they  may  be  the  newer  items  in  a 
file  that  spans  several  years.  It  may  be  possible  to  separate  the  active 
from  the  inactive  materials  simply  by  continuing  the  process  described 
above  for  additional  months.  In  the  future,  maintain  active  and  inactive 
materials  separately;  start  a  new  file  periodically,  such  as  at  the  start  of 
a  new  calendar  year  or  new  fiscal  year. 

The  items  may  be  the  same  type;  perhaps  these  are  the  longer 
term,  more  important  items  in  a  file  that  also  contains  short  term, 
transient  items.  If  this  is  the  case,  it  may  be  wise  to  maintain  two  file 
systems:  one  for  materials  that  must  be  retained  for  a  longer  period,  and 
one  for  items  that  may  be  discarded  more  frequently  (see  Section  3, 
Files  Management,  part  2b.,  File  Better,  for  more  information). 

It  may  be  possible  to  separate  long-term  from  transient  materials: 
continue  the  process  described  above  for  additional  months,  then  identify 
and  list  the  transient  items.  Weed  these  items  from  the  file  system,  and 
store  them  separately. 

If  the  items  pulled  forward  have  no  common  characteristics,  the 
record  group  may  still  be  active  as  a  whole. 

B.     SCHEDULING  RECORDS 

1.      Records  Retention  Committee 

A  Records  Retention  Committee  may  be  formed  to  appraise 
records'  reference  use  and  values.  The  Committee  should  include 
representatives  from  fiscal,  adminstrative,  legal,  systems  and  program 
areas  of  the  unit,  and  should  be  chaired  by  the  Records  Liaison  Officer. 
The  Records  Liaison  Officer  is  the  designee  of  the  agency  head  who  is 
authorized  to  lead  disposition  and  records  management  activities. 

The  Committee  uses  information  from  the  inventory  and  the 
expertise  they  may  have  in  their  respective  fields  to  develop  appraisals. 
During  the  records  appraisal  process,  the  Committee  may  wish  to  discuss 
records  series  with  the  persons  who  create  and/or  use  the  records.  The 
Committee  may  also  request  assistance  from  the  Records  Management 
Unit;  the  Unit  can  offer  a  variety  of  services  and  will  become  as 
involved  as  tthe  Committee  requires.  The  final  product  of  the 
Committee's  deliberations  is  the  Disposal  Schedule. 
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2.      Disposal  Schedule 


The  Disposal  Schedule  (RCB-1)  is  a  management  plan,  a  blueprint 
for  future  disposition  actions.  It  serves  two  purposes:  it  is  a  convenient 
format  in  which  the  agency  can  document  its  decisions  about  its  records; 
and  it  serves  as  the  vehicle  through  which  the  agency  can  obtain 
approval  of  its  actions  by  the  Records  Conservation  Board.  It  is 
composed  of  the  Face  Sheet,  which  contains  information  about  the 
governmental  unit  initiating  the  schedule,  and  the  Series  List,  which 
contains  information  about  the  specific  records  series  to  be  scheduled 
(see  sample  Disposal  Schedule,  Appendix). 

The  Series  List  documents  the  identity  and  reference  patterns  of 
the  records  in  the  same  fashion  as  the  inventory.  The  Series  List  also 
tracks  the  physical  movement  of  the  records  as  they  change  status,  from 
active  to  inactive.  Information  on  each  series  includes: 

1.  the  name  of  the  series,  description  of  contents,  and 
arrangement  of  the  records; 

2.  the  purpose  of  the  series,  including  statutory  and  regulatory- 
references  (where  applicable)  for  the  creation  and/or  retention 
of  the  records; 

3.  the  location  and  media  of  duplicates; 

4.  the  office  retention  penod; 

5.  the  State  Records  Center  retention  period; 

6.  the  final  disposition  of  the  records. 

The  Committee  is  likely  to  find  that  documenting  the  title, 
description  and  purpose  of  the  series  is  not  a  difficult  task.  This  is 
information  that  can  be  obtained  from  the  inventory  or  from  creators 
and  users  of  the  records.  The  real  task  of  appraisal  is  determining  the 
retention  periods  and  final  disposition  of  the  series. 

a.  Retention  Periods 

Retention  period  indicates  lifespan.  This  is  the  period  of  time 
records  must  be  retained  prior  to  disposal.  For  example,  OFFICE 
retention  period  is  the  OFFICE  LIFESPAN  of  the  record;  the  TOTAL 
retention  period  is  the  TOTAL  LIFESPAN  of  the  record.  The  retention 
period  is  usually  stated  in  terms  of  years  (3  years.  7  years,  etc.)  and  is 
sometimes  contingent  upon  an  event,  such  as  an  "audit'  or  final 
payment." 

The  OFFICE  RETENTION  PERIOD  is  based  on  the  records 
reference  use  as  described  in  the  inventory  (Item  10  on  Inventory 
Worksheet,  Appendix).  This  means  that  in  most  cases,  "office  retention 
period"  can  be  defined  as  the  penod  during  which  the  records  series  is 
consulted  six  or  more  times  per  foot  annually."  When  reference  use  falls 
below  six  times  per  foot  annually,  the  records'  office  retention  period 
has  ended. 

Some  records  may  have  no  further  usefulness  after  they  become 
inactive;  such  records  are  destroyed  after  their  office  retention  period. 


The  STATE  RECORDS  CENTER  RETENTION  PERIOD  is  based  on 
the  inactive  records'  continued  usefulness  to  the  originating  office. 
These  records  may  be  useful  for  administrative,  financial  or  legal 
reasons. 

For  example,  records  that  might  serve  as  evidence  in  a  criminal 
suit  or  which  deal  with  a  contract,  are  kept  for  seven  years,  one  year 
longer  than  the  six-year  statute  of  limitations.  These  records  may  only 
be  active  for  two  years,  and  so  would  be  moved  to  the  State  Records 
Center,  where  they  would  be  stored  for  five  years.  They  are  not  active, 
but  continue  to  have  usefulness  to  the  originating  agency. 

This  means  that  in  most  cases,  "State  Records  Center  retention 
period"  can  be  defined  as  "the  period  during  which  the  inactive  records 
series  has  further  usefulness  to  the  originating  agency.'' 

Some  inactive  records  have  no  further  value* after  they  are  no 
longer  useful  to  the  originating  agency;  such  records  are  destroyed  after 
their  State  Records  Center  retention  period. 

FINAL  DISPOSITION  is  the  last  action  that  is  taken  with  the 
records.  For  records  having  no  value  after  they  are  no  longer  useful  to 
the  originating  agency,  the  Final  Disposition  is  "Destruction." 

Some  records,  however,  may  have  values  that  outlive  their 
usefulness  to  the  originating  agency.  Such  records  have  legal,  evidential 
or  informational  values  that  give  them  ongoing  importance:  these  are 
permanent  records.  The  Final  Disposition  of  such  records  is  'Permanent: 
Transfer  to  Archives." 

b.      Permanent  Records 

What  are  the  characteristics  of  a  permanent  record?  Appraising 
records'  values  to  determine  what  records  are  permanent  is  a  difficult 
task.  Often,  the  advice  of  a  trained  records  professional  will  be 
necessary  to  accurately  determine  what  permanent  records  an  agency 
holds.  Records  management  analysts  or  Archives  staff  members  are 
always  available  for  such  consultation. 

Permanent  records  may  have  legal,  evidential,  or  informational 
values. 

Legal  value  is  of  three  types:  precedential,  intrisic  and 
evidentiary.  Records  which  document  the  precedent-setting  decisions  or 
rulings  of  an  adjudicatory  body  have  precedential  value.  This  value  does 
not  expire  since  superceding  decisions  can  be  overruled. 

Records  having  intrinsic  legal  value  document  the  official  acts  of 
the  state.  Such  records  include  acts  and  resolves,  regulations,  executive 
orders  and  minutes,  to  the  extent  that  they  document  the  official  acts  of 
a  governmental  body. 

Most  often,  records  have  legal  value  because  they  can  be  used  in 
.court  action.  Most  evidentiary  values  expire  according  to  the  governing 
statutes  of  limitations. 

Records  that  document  the  activities  of  the  originating  agency- 
have  evidential  value.  These  records  contain  evidence  of.  the 
organization  s  work  processes,  programs,  policies  and  procedures,  and 
may.  reveal  its  performance  of  substantive  functions  and  activities. 


Examples  of  such  records  are  directives,  organizational  charts,  annual 
reports,  audits,  program-related  correspondence,  budgets,  legal  opinions 
and  summaries,  and  meeting  minutes. 

Many  records  contain  significant  factual  information  about 
persons,  conditions,  and  events  with  which  the  agency  was  involved. 
These  records  have  informational  value;  the  data  they  contain  may  be 
useful  for  studies  in  subject  fields.  Such  records  may  be  used  to  continue 
or  reveal  the  substance  of  the  agency  s  activity,  or  may  be  used  by 
researchers  for  studies  not  directly  related  to  furthering  the  agency's 
mandated  goals. 

State  census  records  are  an  example.  These  records  were  created 
to  assess  the  distribution  of  population:  representative  districts  were 
then  based  on  the  locations  of  population.  Nineteenth  century  census 
records  retained  by  the  Archives  are  used  by  genealogists  to  gather 
information  about  ancestors. 

Another  example  is  the  passenger  lists  compiled  by  the  state  Board 
of  Alien  Commissioners.  The  lists  tracked  the  influx  of  immigrants 
entering  the  state  by  passenger  ship;  they  are  now  used  by  genealogists 
to  determine  the  date  of  entry  and  the  country  of  origin  of  their 
ancestors. 

Due  to  the  complex  nature  of  informational  values,  a  records 
professional  is  usually  consulted  prior  to  the  completion  of  a  Disposal 
Schedule.  Appraisal  of  informational  values  is  based  on  knowledge  of 
research  trends  and  of  the  spectrum  of  records  available  to  researchers; 
the  State's  trained  professionals  —  records  management  and  Archives 
staff  can  assist  in  the  appraisal  process. 

c.      Federal  Requirements  for  Records  Retention 

Records  created  by  state  agencies  under  federally  funded  programs 
must  still  be  scheduled  for  disposition  through  the  Records  Conservation 
Board.  In  addition  to  consideration  of  values  and  reference  activity, 
however,  the  agency  must  also  consider  federal  retention  requirements. 

These  requirements  are  described  in  the  Code  of  Federal  Regula- 
tions (CFR),  and  amended  daily  in  the  Federal  Register  (FR).  Details  of 
these  requirements  must  be  determined  from  the  CFR.  FR,  and  the 
federal  agency  involved. 

Many  federal  agencies,  however,  do  not  specify  retention 
requirements  for  records  pertaining  to  grants  to  state  entities. 
Retention  requirements  for  these  records  are  descnbed  in  Circular 
A-102,  "Uniform  Administrative  Requirements  of  Grants-in-Aid  to 
State  and  Local  Governments,  Attachement  C,  Retention  and  Custodial 
Requirements  for  Records,"  FR,  V  42,  No  176. 

Generally,  Attachment  C  Requires  grantee  agencies  to  retain  all 
records  pertaining  to  a  grant  for  three  years.  The  retention  period 
begins  at  the  submission  of  the  final  expenditure  report,  or.  for  annually 
renewed  grants,  at  the  submission  of  the  annual  financial  report. 
Exceptions  are:  t 

1.  Grants  involved  in  litigation  or  claims; 

2.  Grants  under  audit; 

3.  Records  for  nonexpendable  property  acquired  with  federal  funds; 


4.  Records  transferred  to  or  maintained  by  the  federal  supporting 
agency; 

5.  Records  for  grants  from  federal  agencies  specifying  different 
requirements. 

State  agencies  must  also  consider  federal  audit  requirements  when 
making  disposition  decisions.  The  Office  of  the  State  Auditor  as  well  as 
the  federal  grantor  can  provide  more  information. 

Records  Conservation  Board  disposal  schedules  and  permissions 
must  comply  with  federal  requirements.  The  presence  of  an  approved 
schedule  or  permission  does  not  relieve  the  state  agency  of  its 
responsibilities  under  any  relevant  federal  statute  or  regulation. 

3.      Records  Conservation  Board 

The  Records  Conservation  Board  is  composed  of  the  State 
Librarian,  the  Attorney  General,  the  State  Comptroller,  the  Commis- 
sioner of  Administration,  the  Supervisor  of  Public  Records  and  the  State 
Archivist,  or  their  designees. 

The  Board  is  empowered  by  MGL  c  30,  section  42.  to  require  all 
departments  of  the  commonwealth  to  report  to  it  what  series  of  records 
they  hold,  to  set  standards  for  the  management  and  preservation  of  such 
standards  for  the  management  and  preservation  of  such  records,  and  to 
establish  schedules  for  the  destruction,  in  whole,  or  in  part,  and  transfer 
to  the  archives  of  another  appropriate  division  within  the  office  of  the 
State  Secretary,  in  whole  or  in  part,  of  records  no  longer  needed  for 
current  business."  All  records  "remain  the  property... of  the 
commonwealth"  until  the  Board  has  "approved  or  modified"  a  Disposal 
Schedule  for  them,  and  has  authorized  their  destruction  or  transfer  to 
the  State  Records  Center  or  State  Archives.  It  is  unlawful  to  destroy 
records  without  their  approval. 

This  statute  does  not  apply  to  judicial  or  legislative  records. 

a.  Procedures 

The  Records  Conservation  Board  meets  regularly  to  review 
Disposal  Schedules  and  Permissions  submitted  by  the  agencies,  and  to 
discuss  policy  relating  to  the  management  of  state  records.  Meetmgs 
are  open  to  the  public. 

The  Disposal  Schedules,  after  completion  by  the  Records  Liaison 
Officer,  and  other  members  of  the  Records  Retention  Committee,  are 
submitted  to  the  Records  Conservation  Board  in  triplicate.  The  Records 
Liaison  Officer  will  be  asked  to  attend  the  meeting  at  which  the  Disposal 
Schedule  will  be  discussed.  The  Liaison  Officer  should  bring  a  sample  of 
each  of  the  records  listed  on  the  Disposal  Schedule,  and  be  prepared  to 
answer  questions  relating  to  the  basis  of  the  retention  periods  and  final 
disposition  of  the^records.  Approval  of  the  Schedule  signifies  the 
Board's  acceptance  of  the  agency's  plan. 
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The  approval  schedule,  signed  by  the  Chairman  and  Secretary  is 
returned  to  the  agency.  The  agency  is  then  authorized  to  request 
permission  to  carry  out  specific  actions  described  in  the  Schedule  on 
specific  increments  of  records.  Agency  requests  are  submitted  to  the 
Board  in  the  form  of  Permissions  (RCB-2,  RCB-2M,  RCB-2T). 

b.  Permissions 

The  Schedule  permits  an  overview  of  future  records  actions  and  the 
justification  for  those  actions;  the  Permission,  however,  requests 
authorization  to  carry  out  a  SPECIFIC  records  action  with  a 
PARTICULAR  INCREMENT  of  records. 

A  request  for  authorization  to  destroy  records  is  a  Destruction 
Permission  (RCB-2  or  RCB-2M);  a  request  to  transfer  records  to  the 
State  Records  Center  or  State  Archives  is  a  Transfer  Permission 
(RCB-2T).  Each  requires  the  name  of  the  records  series,  the  inclusive 
dates  of  the  increment  of  records,  and  the  applicable  Disposal  Schedule 
number  and  the  volume  (see  sample  Permission  forms.  Appendix).  This 
information  permits  the  Records  Conservation  Board  to  verify  that  the 
action  is  included  in  the  agency's  disposition  plan. 

The  Permission  should  be  submitted  to  the  Board  in  triplicate. 
Attendance  by  the  Records  Liaison  Officer  at  the  Board  meeting  is  not 
required.  The  return  of  a  copy  of  the  Permission  signed  by  the  officers 
of  the  Board  is  the  agency's  authorization  to  dispose  of  or  transfer  the 
records  listed. 

In  the  case  of  transfer,  specific  shipping  arrangements  must  be 
made  directly  with  the  Director  of  the  State  Records  Center,  or  with  the 
Archives. 

c.  Transfer  Permissions 

For  the  purposes  of  establishing  appropriate  restrictions  on  records 
transferred  to  the  Archives,  the  Records  Conservation  Board  requires 
agencies  to  identify  the  type  of  records  which  are  being  transferred  on 
the  Permission. 

Public  records,  access  to  which  is  not  restricted  at  the  agency  of 
origin,  are  identified  on  the  Permission  with  the  letter  "A." 

Records  containing  personal  data  governed  by  MGL  c  66A.  the  Fair 
Information  Practices  Act  (FIPA)  are  identified  with  the  letter  "B." 
Examples  are  medical  records  and  child  abuse  investigations.  Only  the 
"holder''  has  access  to  such  records;  when  these  records  are  transferred 
to  the  Archives,  the  Archives  becomes  the  holder.''  The  provisions  of 
FIPA  continue  to  apply. 

Records  specifically  exempted  from  disclosure  by  statute  are 
identified  on  the  Permission  with  the  letter  "C. "  Examples  are  records 
defined  by  the  Criminal  Offender  Information  Act  (CORI),  MGL  c  6. 
section  167  and  reports  of  rapes.  MGL  c  41,  section  97D. 

The  final  category  on  the  Permission,  identified  with  the  letter 
"D,"  are  other  nonpublic  records.  These  records  do  not  contain  personal 
data  and  are  described  as  being  nonpublic  by  MGL  c  4.  section  7.  clause 
26.  See  c  4  for  more  information. 
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cL      Statewide  Disposal  Schedules 

.  The  Records  Conservation  Board  has  developed  statewide  Disposal 
Schedules  for  records  that  are  held  in  common  by  many  state  agencies. 
These  schedules  may  be  used  by  any  state  agency;  special  approval  is  not 
necessary.  To  implement  the  statewide  schedule  appended  here,  the 
agency  Records  Liaison  Officer  must  submit  an  appropriate  Destruction 
or  Transfer  Permission  to  the  Board  for  approval. 

Records  Liaison  Officers  should  retain  copies  of  all  Disposal 
Schedules  approved  for  their  agencies,  and  copies  of  all  permissions 
submitted  to  the  Board.  Liaison  Officers  may  wish  to  retain  this 
material  in  this  section  of  the  Manual. 
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APPENDIX 


State-Wide  Disposal  Schedules  17/76  and  16/64 
Records  Series  Inventory  Worksheet 
Disposal  Schedule  (RCB-l) 
Destruction  Permission  (RCB-2) 
Destruction  Permission  (RCB-2M) 
Transfer  Permission  (RCB-2T) 
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V 


RECORDS  CONSERVATION  BOARD 


jfjisposal  Schedule  No.  17/76 


Approved:  September,  1985 


The  following  list  of  records  has  been  approved  for  addition  to  State  Wide 
Disposal  Schedule  No.   17/76.  These  records  may  be  cleared,  in  accordance  with  their 
assigned  retention    periods,  by  any  state  agency  other  than  a  designated  record  hold- 
er, simply  by  submitting  to  the  Records  Conservation  Board  a  completed  application 
for  Destruction  Permission,  on  Form  RCB-2 .  An  application  for  Disposal  Schedule  for 
these  records  is  not  necessary. 


Form 
No. 


Title 


Retention  Period 


> 


Administrative  Bulletins 

Attorney  General  Opinions 

Audit  Reports 

CETA  Records 

Executive  Orders 

General  Appointment  Books 

Grant  Files 

Informational  Circulars 
Regulation  Files 

AF-2A         Application  for  Federal  Grant 

AF-2B  Indirect  Cost  Proposal 

AF-5  Travel  Outside  the  Commonwealth 

AF-6  Request  for  Authorization  of  Overtime 
Services 

AF-7  Purchase  of  Services  Plan 

AF-7A  Revision  of  Purchase  of  Service  Plan 

AF-8A  Reproduction  Equipment  Request 

AF-9  Equipment  Schedule  Deviation 

AF-10  Professional  Recruitment  Request 

AF-11  Report  of  Outside  Compensation 

AF-16  Use  of  State  Property  (obsolete) 

AF-29  Data  Processing  Procurement 


When  superseded 
1  year 
5  years 
7  years 

1  year 

2  years  from  date  of  last  entry 
7  years  after  final  payment 

2  years 

after  use  and  subject  to  Archival 
review 

3  years 

year  from  date  of  last  audit 
year  from  date  of  last  audit 
year  from  date  of  last  audit 

years 
years 

year  from  date  of  last  audit 
year  from  date  of  last  audit 
year  from  date  of  last  audit 
year  from  date  of  last  audit 
year  after  termination 
years 


DISPOSAL  SCHEDULE  NO.  17/ 7 6 


REVISED  STATE-WIDE  DISPOSAL  SCHEDULE 


FORM  NO. 


TITLE 


RETENTION  PERIOD 


I.       Records  in  Common: 


Personnel  Attendance  Calendar 
**Time  Sheets 

*Resumes,  applicants  nor  hired 
General  Correspondence 


Minutes  of  Meetings  of  holding 
or  originating  agency. 

State  and  federal  rules  and  regu- 
lations, guidelines,  legislation, 
manuals,  etc. 

Legislation  files. 


Policies,  procedures,  program 
plans  and  status  reports,  annual 
reports,  etc.,  of  holding  agency. 

Surveys,  data  gathered  for  statisti- 
cal reports,  density  and  demo- 
graphic data  used  for  studies  and 
reports  related  to  programs  of 
holding  or  originating  agency. 

Contracts 

Bank  Deposit  Slips 
Bank  Statements 
Bank  Reconciliations 
Cancelled  Checks 
Check  Stubs 
Check  Registers 


2  years  from  date  of  last  entry 

1  year  from  receipt  of  final  audit 
report 

2  years 

2  years  and  subject  to  Archival 
review 

Permanent.     Transfer  to  Archives 
when  no  longer  needed  in  office 

When  superseded 


After  use  and  subject  to  Archival 
review 

One  mint  copy:  Permanent 
Duplicates:  After  use 


After  use  and  subject  to  Archival 
review 


7  years  from  date  of  final  payment 
7  years 
7  years 
7  years 
7  years 

1  year  from  date  of  last  audit 
1  year  from  date  of  last  audit 


*Amended  A/7/90 
**Amended  6/6/90 


REVI SED 

STATE-WIDE  DISPOSAL  SCHEDULE 

D.  S 

.  17/76 

II 

ComDtroller 1 s  Division  Current  Forms: 

CD 

1 

Budgetary  Control  Register  -  Summary 
Account  -  General  Institutions 

1  year 

T  y  Am 
1  L  UUl 

A  a  f-  o 

of 

last 

audit 

rn 

1A 

Budgetary  Control  Register  -  Summary 
Account  -  Educational  Institutions 

1  year 

T  T"OTTl 

Ha  to 

Lid.  L  C 

of 

last 

audit 

rn 

IB 

Budgetary  Control  Register  -  Summary 
Account  -  Departments 

1  year 

■p  rnm 
L  L  KJul 

Ha  fp 
Lid  L.  G 

of 

last 

audit 

CD 

1C 

Budgetary  Control  Register  -  Subsidiary 
Account  -  All  Agencies 

1  year 

from 

date 

of 

last 

audit 

rn 

2 

Expense  Ledger  Sheet 

1  year 

from 

d  ra  t"  a 

U  L 

1  acf 
lab  l_ 

audit 

3 

Accounts  Receivable  or  Board  Ledger 

7  years 

rn 

4 

Stock  Ledger  Sheet 

1  year 

from 

date 

nf 

lab  L 

dUUi  L 

CD 

5 

Request  for  Advance 

1  year 

from 

date 

nf 
O  I 

1  oef 
idS  L 

audit 

CD 

6 

Journal  Entry 

1  year 

from 

date 

of 

last 

audit 

rn 

7 

Monthly  Financial  Report  -  General 
Institutions 

7  years 

CD 

7A 

Monthly  Financial  Report  -  Educational 
Institutions 

7  years 

rn 

8 

Stores  Requisition  Envelope 

1  year 

from 

date 

nf 
U  I 

1  act 
ids  L 

S3  1 1  H  1  t* 

rn 

8A 

Stores  Requisition  Book. 

1  year 

from 

date 

nf 
OI 

ldb  L 

d  LIU.  X  L 

CD 

9 

Purchase  Requisition  -  white 

1  year 

from 

date 

nf 
OI 

1  act 

aUUl  L 

CD 

9A 

Purchase  Requisition  -  green 

1  year 

from 

date 

of 

last 

audit 

CD 

10 

Salary  Advance  Request  -  Green  striped  - 
Automatic 

1  year 

from 

date 

of 

last 

audit 

rn 

10 

Salary  Advance  Request  -  Pink  - 
(Awaiting  Personnel  Approval) 

1  year 

from 

date 

of 

last 

audit 

rn 

10 

Salary  Advance  Request  -  Blue  - 
(Vacation) 

1  year 

from 

date 

of 

last 

audit 

CD 

10 

Salary  Advance  Request  -  Manila  - 
(Cash) 

1  year 

from 

date 

of 

last 

audit 

CD 

11 

Departmental  Purchase  Order 

1  year 

from 

date 

of 

last 

audit 

CD 

11A 

Purchasing  Agent's  Division  Purchase 

1  year 

from 

date 

of 

last 

audit 

Order 


REVISED   STATE-WIDE  DISPOSAL   SCHEDULE  D.S.  17/76 

II.     Comptroller's  Division  Current  Forms  -  Continued: 


3  . 


CD 

12 

Standard  Invoice 

7 

years 

CD 

13 

Weekly  Payroll  -  Institutions 

7 

years 

CD 

13A 

Weekly  Payroll  Cover  (long) 

7 

years 

CD 

13B 

Weekly  Payroll  Cover  (short) 

7 

years 

CD 

13C 

Quarters  Register 

I 

year  from 

date 

of 

last 

audit 

CD 

15 

Monthly  Payroll  -  Department 

7 

years 

CD 

15A 

Monthly  Payroll  -  Account  Summary  - 
Department 

7 

years 

CD 

15B 

Report  of  New  Employees 

1 

year  from 

date 

of 

last 

audit 

CD 

15C 

Payroll  Change  Sheet 

1 

year  from 

date 

of 

last 

audit 

CD 

15F 

Pension  Payroll 

7 

years 

CD 

15G 

Pension  Account  Summary 

7 

years 

CD 

16 

Storekeeper's  Daily  Receiving  Record 
Book 

1 

year  from 

date 

of 

last 

audit 

CD 

17 

Sales  Book 

1 

year  from 

date 

of 

last 

audit 

CD 

18 

Travel  Expense  Voucher 

7 

years 

CD 

19 

Refund  of  Receipts  Voucher 

7 

years 

CD 

20 

Billhead  (white) 

7 

years 

CD 

20A 

Billhead  (buff) 

7 

years 

CD 

20B  . 

Billhead  (pink) 

7 

years 

CD 

21 

Return  of  Advance 

7 

years 

CD 

21A 

Payroll  Return  of  Advance 

7 

years 

CD 

22 

Inmates  Fund  Receipt  Book 

1 

year  from 

date 

of 

last 

audit 

CD 

23 

Standard  Receipt  Book 

1 

year  from 

date 

of 

last 

audit 

CD 

24 

Inventory  Report  and  Adjustment 
Sheet 

1 

year  from 

date 

of 

last 

audit 

CD 

28 

Employee's  Monthly  Wage  Card 

7 

years 

CD  28A 


Employee's  Time  Card 


2  years  from  date  of  last  entry 


REVISED   STATE-WIDE  DISPOSAL   SCHEDULE  D.S.    17/76  k. 

II .       Comptroller's  Division  Current  Forms  -  Continued: 


CD 

29 

Receipts  Voucher 

1  year  from 

date 

of 

last 

audit 

CD 

29A 

Payroll  Refund  of  Recipts  Voucher 

1  year  from 

date 

of 

last 

audit 

CD 

30 

Change  in  Departmental  Purchase  Order 

1  year  from 

date 

of 

last 

audit 

CD 

30A 

Change  in  Purchasing  Agent's 
Division  Purchase  Order 

1  year  from 

date 

of 

last 

audit 

CD 

31 

Meal  Ticket  (blue) 

1  year  from 

date 

of 

last 

audit 

CD 

31A 

Meal  Ticket  (pink) 

1  year  from 

date 

of 

last 

audit 

CD 

34 

Invoice  Warrant 

7  years 

CD 

36 

Daily  Farm  Report 

1  year  from 

date 

of 

last 

audit 

CD 

36A 

Analysis  of  Farm  Labor  Cost 

1  year  from 

date 

of 

last 

audit 

CD 

36B 

Farm  Appropriation  Items 

1  year  from 

date 

of 

last 

audit 

CD 

36C 

Farm  Product 

1  year  from 

date 

of 

last 

audit 

CD 

36E 

Farm  Personal  Services 

1  year  from 

date 

of 

last 

audit 

CD 

36F 

Monthly  Report  of  Farm  Produce  of 
Inventory  of  Livestock 

1  year  from 

date 

of 

last 

audit 

CD 

36G 

Annual  Farm  Report 

1  year  from 

date 

of 

last 

audit 

CD 

37 

Returned  Document  Letter 

After  use 

CD 

39 

Departmental  Payment  Voucher  - 
Listing  of  Payees 

7  years 

CD 

39A 

Departmental  Payment  Voucher  - 
Listing  of  Payees  -  Continuation 
Sheet 

7  years 

CD 

40 

Reservation  of  Funds 

1  year  from 

date 

of 

last 

audit 

CD 

4  OA 

Change  in  Reservation  of  Funds 

1  year  from 

date 

of 

last 

audit 

CD 

41 

Batch  Transmittal 

7  years 

CD 

45 

Vendor  File  Maintenance 

After  use 

CD 

51 

Cost  Assessment  Receipts  Voucher 

7  years 

CD 

67 

Annual  Statement  of  Real  Property  - 

1  year  from 

date 

of 

last 

audit 

Land  (Agency  Updating) 


REVISED   STATE-WIDE  DISPOSAL  SCHEDULE  D.S.  17/76 

II.       Comptroller's  Division  Current  Forms  -  Continued: 


CD 

67  A 

Annual  Statement  of  Real  Property  - 
Land  (Agency  Listing) 

1  year 

from 

date 

of 

last 

audit 

CD 

67B 

Annual  Statement  of  Real  Property  - 
Land  (Occupied  by  roadways) 

1  year 

from 

date 

of 

last 

audit 

CD 

70 

Annual  Statement  of  Real  Property  - 
Buildings  and  Structures 
(Agency  Updating) 

1  year 

from 

date 

of 

last 

audit 

CD 

7  OA 

Summary  Annual  Statement  of  Real 
Property  -  Buildings  and 
Structures 

1  year 

from 

date 

of 

last 

audit 

CD 

80 

Daily  Statement  of  Transactions 

1  year 

from 

date 

of 

last 

audit 

—  - 

Final  Statement  of  Balance 

1  year 

from 

date 

of 

last 

audit 

-  - 

Monthly  Activity  Reports 

I  year 

from 

date 

of 

last 

audit 

CD 

88 

Monthly  Statement  of  Estimated 
and  Actual  Revenues 

1  year 

from 

date 

of 

last 

audit 

CD 

91 

Monthly  Statement  of  Encumbrances 

1  year 

from 

date 

of 

last 

audit 

CD 

95 

Monthly  Statement  of  19   Advances 

1  year 

from 

date 

of 

last 

audit 

CDP  1 
CDP  2 
CDP  3 
CDP  4 
CDP  5 
CDP  6 


Unaccounted  For 
Preliminary  Payroll 
Payroll  Proof  Sheet 
Additional  Payees 
Payroll  Warrant 

Advice  of  Payroll  Master  Card  Changes 

Advice  of  Withholding  Tax  File 
Reductions 

General  Ledger  Book 

Trial  Balance  Book  -  No.  4 

Trial  Balance  Book  -  No.  6 

Standard  Cash  Book 

Contract  Vouchers 

Comparative  Expenditure  Report 


years 

year  from  date  of 
year  from  date  of 
years 

year  from  date  of 
year  from  date  of 

year  from  date  of 

year  from  date  of 

year  from  date  of 

years 

years 

years 


last  audit 
last  audit 

last  audit 
last  audit 

last  audit 
last  audit 
last  audit 


COMMONWEALTH  OF  MASSACHUSETTS 
RECORDS  CONSERVATION  BOARD 


State   Archives   at  Columbia 
Point 

220  Morrissey  Blvd.  BostonM. 
02125-3314  727-2816 


Disposal  Schedule  No.  16/64 

Disposal  Schedule  No.   16/64  is  the  only  state-wide  Disposal  Schedule.     Any  of 
the  records  listed  therein  may  be  cleared,  according  to  the  retention  periods 
assigned  them,  by  any  state  agency,  simply  by  submitting  to  the  Records  Conserva- 
tion Board  a  completed  application  for  Destruction  Permission,  on  Form  RCB-2. 
An  application  for  Disposal  Schedule  for  these  records  is  NOT  necessary.  The 
records  listed  below  have  been  added  to  this  disposal  schedule  since  it  was  first 
promulgated. 


Form 
No. 


Title 


Retention  Period 


CD  32 

Request  for  Additional  Allotment* 

1 

year  from 

date 

of 

last 

audit 

CD  38 

Request  for  Authority  to  Travel 
Outside  the  Commonwealth* 

1 

year  from 

date 

of 

last 

audit 

CD  39 

Supplementary  Request  for  Authority 
to  Travel  Outside  the  Commonwealth* 

1 

year  from 

date 

of 

last 

audit 

CD  40 

Reservation  of  Funds 

1 

year  from 

date 

of 

last 

audit 

CD  40A 

Change  in  Reservation  of  Funds 

1 

year  from 

date 

of 

last 

audit 

CD  41 

Batch  Transmittal 

7 

years 

AF-C2 

Request  for  Authorization  of  Services, 
Non- Employees* 

7 

years 

AF-3 

Request  for  Adjustment  of  Allotment 
and/or  Notice  of  Intersubsidiary 
Transfer 

1 

year  from 

date 

of 

last 

audit 

AF-4 

Request  for  Authorization  of  Services 
Non- Employees 

7 

years 

DPA  57 

Personnel  Evaluation  for  Managers 

3 

years 

555 

Report  of  Employment  or  Employee 
Status  Change 

3 

years 

556 

Miscellaneous  Actions  and  Changes 

3 

years 

14 

Authorization  of  Employment* 

3 

years 

16 

Eligible  List 

3 

years 

17 

Notification  to  Applicant  of  Eligibility 

3 

years 

28 

Notice  of  Emergency  Employment* 

3 

years 

421A 

Public  Document  90 

1 

year 

*Denotes  obsolete  forms 

• 

BUDGET  BUREAU  "FORMS  TO  BE  ADDED  TO  DISPOSAL  SCHEDULE  #16/64: 


(NOTE:     These  retention  periods  apply  ONLY  to  copies  of  budget  proposals 

held  by  the  spending  agency  after  submission  to  the  Budget  Bureau.) 


Form  No, 


Title 


Retention  Period 


B2                 Summary  of  Expenditures,     Appropriations  and  one  year 
Requested  Appropriations 

B2  SP1          Spending  Plan  Based  on  Request  one  year 

B2  SP2         Spending  Plan  Based  on  Percentage  one  year 

B2  SP3         Spending  Plan  Based  on  No  New  Programs  one  year 

B2(a)            Total  Funds  Available  and  Requested  by  Source  one  year 

B2(b)           Status  of  Continuing  Accounts  one  year 

B2(c)         '  Summary  of  Reversions  one  year 

BP                 Summary,  Authorized  Positions  one  year 

BP5               Salaries,  Continuation  of  Present  Temporary  Positions      one  year 

BP6              Proposed  Increase  or  Decrease  in  Number  of  Positions        one  year 

B9a              Farm  and  Grounds  Program  one  year 

BlOa             Travel  and  Automotive  Program  one  year 

BG                General  (when  used  for  13  or  17  subsidiaries)  one  year 

B16e             Rentals  -  Equipment  one  year 

B16s             Rentals  -  Space  one  year 

BT                Summary  of  Transfers,  Credit  and  Overdrafts,  one  year 
by  Subsidiary 

PI                Account  Summary  -  Expenditures,  Appropriations  and  one  year 
Requests,  by  Activity:     Five  Year  Projection 

P2                Summary  of  Authorized  Personnel  one  year 

P3                Summary,  Net  State  Cost,  and  Identification  of  one  year 
All  Federal  Funds 

PA1              Activity  Detail  one  year 

PA2              Activity  Detail,     Funds  by  Source  one  year 

BB1               Schedule  of  Approved  Repairs,  Alterations  and  one  year 
Equipment 


BUDGET  BUREAU  FORMS  TO  BE  ADDED  TO  DISPOSAL  SCHEDULE  #16/64,  Continued, 


Form  No.  Title 


Retention  Period 


51  Transmittal  Form  one  year 

52  Expenditures,  Appropriations  and  Requests,  one  year 

By  Account:     Five  Year  Projection 

S2a  Secretarial  Summary:     Expenditures,  Appropriations  one  year 

and  Requests,  Showing  Requests  with  No  New  Programs 
and  with  5%  Reduction 

53  Secretarial  Summary  -  Recommendations  by  Category  one  year 

and  Fund 

54  Secretarial  Recommendations  for  the  Executive  one  year 

Office  of   

55  Secretarial  Summary  of  Appropriation  Accounts  for  one  year 

the  Executive  Office  of   

S5a               Secretarial  Summary  of  Federal  Expenditure  Accounts  one  year 

for  the  Executive  Office  of   

56  Secretarial  Summary  of  Authorized  Positions  for  the  one  year 

Executive  Office  of   

S6a  Secretarial  Summary  of  Attrited  Positions  and  State  one  year 

Funded  Positions 

57  Secretarial  Recommendations  -  Analysis  by  Subsidiary  one  year 

58  Secretarial  Recommendations  -  Analysis  by  Activity  one  year 

59  Secretarial  Recommendations  —  Summary  of  Special  one  year 

Projects 

Inventory  Form  A  -  Data  Processing  Equipment  one  year 

Inventory  Form  B  -  Off-Line  Data  Preparation  Equipment  one  year 

Inventory  Form  C  -  Data  Processing  Outside  Services  one  year 

Inventory  Form  D  -  Data  Processing  Manpower  Inventory  one  year 

BDPS             Secretariat  Data  Processing  Plan  one  year 

BDPA             Agency  Data  Processing  Planning  one  year 


1/80 


Commonwealth  of  Massachusetts 
RECORDS  CONSERVATION  BOARD 


DISPOSAL  SCHEDULE  No.  16/64  applies  to  the  agencies  within  the  Executive  Offic 
for  Administration  and  Finance.    Such  agencies  may  destroy  material  listed  here- 
in, if  permission  to  destroy  such  records  has  been  approved  by  the  Records  Con- 
servation Board.   Destruction  permissions  are  secured  by  filing  a  description  of 
the  records  it  is  desired  to  destroy,  in  duplicate,  on  Form  RCB-2. 

Agencies  outside  the  Executive  Office  for  Administration  and  Finance  which 
notify  the  Records  Conservation  Board  that  they  would  like  to  adopt  Disposal 
Schedule  16/64,  and  which  receive  the  Board's  consent  to  do  so,  may  adopt  16/64 
without  filing  an  RCB-1  Form.   All  such  agencies  need  to  do  is  follow  the  proced- 
ures as  above  with  RCB-2  Forms. 


Form  Number  and  Title 
I.    Records -in-Common: 


Personnel  Attendance  Calendar 
Daily  Personnel  Records 


Period  of  Retention 

1  year  from  date  of  last  audit 
it         it         it         ii  ii 


Time  Sheets 

II.    Issued  by  Comptroller's  Division 

CB  5     Advance  Request 

CB  22   Inmates  Receipt  Book  Fund 

CB  23  Standard  Receipt  Book 

CB  31    Meal  Ticket  (blue) 

CB  31A  Meal  Ticket  (pink) 

CB  1        Budgetary  Control  P.egister  -  summary 

account  -  General  Institutions 
CB  1A     Budgetary  Control  Register  -  summary 

account  -  Educational  Institutions 
CB  IB     Budgetary  Control  Register  -  summary 

account  -  Departments 
CB  1C     Budgetary  Control  Register  -  subsidiary 

account'-  All  agencies 
CB  2        Expense  Sheets 
CB  4       Stock  Ledger  Sheet 
CB  6        Journal  Entry 
CB  8        Stores  Requisition  Envelope 
CB  8A     Stores  Requisition  Book 
CB  9        Purchase  Requisition  (white) 
CB  9A     Purchase  Requisition  (green) 
CB  10      Salary  Advance  Request  -  Manila  (cash) 
CB  10A  Salary  Advance  Request  -  Pink  (cash) 
CB  10B  Salary  Advance  Request  -  Blue  (special) 
CB  11      Departmental  Purchase  Orders 
CB  11A  Purchasing  Bureau  Purchase  Order 
CB  11B   Purchasing  Bureau  Printing  Order 
CB  11C   Purchasing  Bureau  Paper  Order 
CB  13C   Quarters  Register 
CB  15B   Report  of  New  Employees 
CB  15C   Payroll  Change  Sheet 
CB  16      Storekeeper's  Daily  Receiving  Record 

Book 


A  tjear5  from  date  8^  lavi-  cn+t-^. 


Immediately  after  audit 
it  ii  ii 


1  year  from  date  of  last  audit 


ii 
M 
ii 
n 
it 
ti 
M 
n 
ii 
1 1 
ii 
ii 
1 1 
H 
ii 
ii 
ii 
ii 


ii 
n 
ii 
ti 
ii 

•  i 
ii 
n 

ii 
ii 
ii 
ii 
ti 
n 
ii 
n 

•  i 

•  • 


ii 
ii 
ii 
ii 
ii 
•  i 
ii 
ii 
ii 
ii 
ti 
ii 
n 
ii 
ti 
ii 
i  • 
ii 


ii 
n 
ii 
ti 
n 
ii 
ii 
it 
it 
ti 
ti 
it 
ti 
it 
it 
ti 
tt 
tt 


ti 
ti 
ii 
it 
ti 
it 
it 
•  t 
ii 
it 
it 
ti 
ti 
ii 
n 
it 
it 
it 


-  1  - 


Commonwealth  of  Massachusetts 
RECORDS  CONSERVATION  BOARD 


DS  16/64 


Form  Number  and  Title  Period  of  Retention 


it  it  ti  ti  ti 

ii  ti  ii  ii  M 

M  ti  ii  ii  ti 

ii  ii  ii  ii  ii 


it  ii  ii  ii 

n  ii  ii  n 

n         ii  ti  ti  it 

n         ti  ti  ti  ti 

it         ii  ii  tt  it 

it         ii  n  tt  ti 

it         ti  tt  tt  it 

it         tt  ii  ti  ii 


II.  Issued  by  Comptroller's  Division:  continued 

CB  1  7      Sales  Book  1  year  from  date  of  last  audit 

CB  24      Inventory  Report  and  Adjustment  Sheet 
CB  29      Receipts  Voucher 
CB  29A   Payroll  Refund  Receipts  Voucher 
CB  30      Change  in  Departmental  Purchase  Order 
CB  30A  Change  in  Purchasing  Bureau  Purchase 
Order 

CB  33      Request  for  Adjustment  of  Appropriation 

and/or  Allotment 
CB  36      Daily  Farm  Report  " 
CB  36A  Analysis  of  Farm  Labor  Cost 
CB  36B   Farm  Appropriation  Items 
CB  36C   Farm  Froduce  Reports 
CB  36E    Farm  Personnel  Services 
CB  36F   Monthly  Report  on  Farm  Produce  and 

Inventory  of  Livestock 
CB  36G  Annual  Farm  Report 

AF  164    Request  for  Authority  to  Travel  Outside 

the  Commonwealth 
AF  264    Supplementary  Request  for  Authority  to 

Travel  Outside  the  Commonwealth 
CD  67      Annual  Statement  of  Real  Property 

Land  (Agency  Up-dating) 
CD  67A  Annual  Statement  of  Real  Property 

Land  (Agency  Listing) 
CD  67B   Annual  Statement  of  Real  Property 

Land  (Occupied  by  Roadways) 
CD  70      Annual  Statement  of  Real  Property 

Building  and  Structures  (Agency 

Up-dating) 

CD  70A  Annual  Statement  of  Real  Property 

Building  and  Structures  (Agency  Listing) 
CD  80      Daily  Statement  of  Transactions 
CB  80A  Daily  Statement  of  Transactions  (final) 
CB  88      Statement  of  Receipts 
CB  91      Monthly  Statement  of  Encumbrances 
CB  95      Monthly  Statement  of  19__ 
CDP2       Fayroli  Proof  Sheet 

CDP5       Advice  of  Payroll  Master  Card  Change 
CDP6      Advice  of  Withholding  Tax  File  Reductions 

Trial  Balances  ■  . 

Bank  Deposit  Slips 

General  Ledger  Book 

Trial  Balance  Book  -  No.  4 

Trial  Balance  Book  -  No.  6 


n  it  ii  it  ti 

ii  it  ii  ii  it 

ii  it  ii  ii  ii 

n  n  it  ii  ii 

it  ti  it  it  ti 

ii  it  ti  it  H 

n  ti  n  ii  ti 

n  ii  ii  M  ti 

ti  ii  tt  ii  »• 

it  it  ti  it 

ii  it  ii  M  ii 

it  ii  it  H  •» 

n  tt  ti  ii  •• 

it  ti  ii  ii  ii 
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Comrn.  on  wealth  of  Massachusetts  DS  16/64 

RECORDS  CONSERVATION  BOARD 


Form  Number  and  Title  Period  of  Retention 


II.  Issued  by  Comptroller's  Division:  continued 

CB  3        Accounts  Receivable  or  Board  Ledger  7  years 

CB  7        Monthly  Financial  Report  -  General 

Instituti  ons  " 
CB  7A     Monthly  Financial  Report  -  Educational 

Institutions  " 

CB  12      Standard  Invoice  " 

CB  13      Weekly  Payroll  -  Institutions  " 

CB  13A   Weekly  Payroll  -  Cover  (long)  " 

CB  13B   Weekly  Payroll  -  Cover  (short)  " 

CB  15      Monthly  Payroll  -  Department  " 
CB15A  Monthly  Payroll  -  Account  Summary  - 

Department  " 
CB  15D  Monthly  Payroll  -  Department  - 

(Tabulating  Form) 

C B  15F   Pension  Payroll  11 

CB  18      Travel  Expense  Voucher  " 
CB  19      Refund  of  Receipts  Voucher 

C B  20      Billhead  (white)  " 
CB  20A  Billhead  (buff) 
CB  20B   Billhead  (pink) 

CB  21      Return  of  Advance  (white)  " 

CB  21A   Payroll  Return  of  Advance  (canary)  " 

CB  23      Employees  Monthly  Wage  Card  M 

CB  34      Invoice  Warrant  " 
CB  35      Authorization  for  Payments  -  Discount 

Invoices  (Pink)  " 
CB  35A  Authorization  for  Payments  -  Non-discount 

Invoices  (white)  " 
CB  35B  Authorization  for  Payments  -  Travel  (yellow)  " 
CB  35C   Authorization  for  Payments  -  Non-discount 

Invoices  (blue)  " 

CDP  '     Additional  Payees  " 

Standard  Cash  Book  11 

Warrant  Vouchers  " 

Payroll  Vouchers  " 

Contract  Vouchers  " 

Canceled  Checks  11 

Paid  Schedules  " 

III.  Issued  by  Purchasing  Agent's  Division: 

PB4         Monthly  Power  House  Report  i  year  from  date  of  last  audit 

PB  4A     Instructions  for  Preparation  of  Monthly 

Power  House  Report  "         "         "         "  " 

PB  25      Daily  Motor  Vehicle  Use  "         »'         "         "  " 

PB  26      Motor  Vehicle  Monthly  Expense  "         "         "  " 


-  3  - 


Commonwealth  of  Massachusetts 
RECORDS  CONSERVATION  BOARD 


DS  16/64 


Form  Number  and  Title 
III.  Purchasing  Agent's  Division,  continued 
PB  2  7      Annual  Motor  Vehicle  Report 
PB  33      Request  for  Approval  to  use  State  Car 
for  Transportation  between  Place  of 
Employment  and  Domicile 
PB  37      Request  for  Approval  of  Garage  Rental 
PB  36      Report  of  State  Car  Accident 
PB  5       Engineer's  Daily  Report 
PB  23      History  of  State  Cars 
PB  35      Weekly  Use  of  State  Car 


Period  of  Retention 


1  year  from  date  of  last  audit 


3  years 

4  years 
7  years 


IV.    Issued  by  Division  of  Personnel  and  Standardization: 

P  2  P.eport  of  Permanent  Employment  -  green  1  year  from  date  of  last  audit 

(Comptroller's  copy) 
T  2  Report  of  Temporary  Employment  -  green 

(Comptroller's  copy) 
504.  2  5m  Monthly  Report  of  Vacant  Positions 
511.  9m  Salary  Increase  Form 

Personal  Service  Requisition  -  white 

(Personnel  copy) 
Report  of  Permanent  Employment  -  white 

(Personnel  cooy) 
Report  of  Temporary  Employment  -  white 
(Personnel  copy) 


1 1 
n 
it 


1 

P  1 
T  I 


3  years 


1 1 
■  i 
it 


it 
it 
1 1 


V.    Issued  by  Bur'.get  Bureau: 

B  1  Transmittal  Form 

B  2  Summary  Form 

BP  1  Salaries  Permanent  Positions  -  summary 

BP  2  Salaries  Permanent  Positions  -  detail 

BP  2R  Salaries  Permanent  Reallocations  -  detail 

BP  3  Salaries  Permanent  New  Positions  - 
Comments 

BP  3R  Salaries  Permanent  Reallocations  - 

Comments 

BP  4  Salaries  -  other 

B  3  Services  -  Non-employees 

B  4  Food  for  Persons 

B  5  Clothing 

B  6  Housekeeping  Supplies  and  Expenses 

B  7  Laboratory  and  Medical  Supplies 

B  3  Heat  and  Other  Plant  Operations 

B  9  Farm  and  Grounds 

BIO  Travel  and  Automotive  Expenses 

B  11  Advertising  and  Printing 


3  yrs  original;  1  yr  for  carbon 


ii 
1 1 

•  i 
1 1 
n 
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Commonwealth  of  Massachusetts 
RECORDS  CONSERVATION  BOARD 


DS  16/64 


V.    Budget  Bureau,  continued 

B  12        Maintenance  Repairs,  Replacements 

and  Alterations 
B  12C      Maintenance  Repairs,  Contract 

Operations  -  Code  601 
B  12D      Repairs,  Renovations,  State  House, 

Ford  Building 
BG  13  General 

B  14        Office  and  Administrative  Expenses 

B  15        Equipment,  New,  Replacement 

B  1  5A      Equipment,  Automotive  Vehicles 

B  1  5S      Equipment,  Summary 

B  16  Rentals 

BS  Special  Request 

BB  542    Tabulated  Form  "Departmental 

•  Expenditures  by  Object" 
SB  1         Additional  Budget  Request 
BB  543    Departmental  Revenue  Statement 
BB  544   Tabulated  Form  "Summary  of  Requests 
and  Recommendations" 


3  yrs  original;  1  yr  for  carbon 


1 1 
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VI.    Issued  by  Central  Services: 

Request  for  Telephone  Credit  Card 


VII. 


1  year  after  date  of  last  audit 


Issued  by  Division  of  State  Buildings: 

-  Lease  Agreement 

-  Extension  of  Lease  Agreement 

-  Division  of  State  Buildings,  Contract 

and  Proposal 

-  Notice  to  Bidders 

-  Request  for  Lease  of  Premises 

-  List  of  Bidders 

-  Certificate  -  Rental  to  the  Commonwealth 


7  years  after  end  of  a  lease 


1 1 
1 1 
1 1 


VIII.    Issued  by  Division  of  Building  Construction: 

-  Notice  of  Intent  1  year  after  start  of  project 

CO  1        State  Buildings  Project. Request  10  years 

(a)   Data  regarding  preparation  of  preliminary  plans  and  bid  plans  and  specifica- 
tions (in  order  of  administrative  procedure) 

-  Confirmation  of  Conference  Date 

-  Conference  Data 

-  Deputy  Director's  Explanation  Sheet 
B  2          -  Director's  Explanation  Sheet 
B  7  Deadline  for  Submittal  of  Working  Plans 
B  7D  Plans  and  Specifications  Deadline  and 

Order  to  Submit  Cost  Estimate 

-  5  - 


Completion  of  construction 


Commonwealth  of  Massachusetts 
RECORDS  CONSERVATION  BOARD 


DS  16/64 


VIII.    Division  of  Building  Construction,  continued; 

B  7  (Study  Project)  -  Transmittal  of  Eid 

Plans  and  Specifications  (Approval  as 

to  General  Arrangements  Only)  Completion  of  construction 

vC  2  Notifications  of  Conference  to  Review 

&  Bid  Plans  and  Specifications  "  " 

C  9  Transmittal  of  Working  Plans  and 

Specifications  "  " 

C  10A         Confidential  Memorandum  "  " 

C  11         Interoffice  Memorandum  "  " 

-  Estimate  Form  (Construction  Funds 

Available)  'i'  "  " 

-  Estimate  Forms  (Funds  Anticipated)  "  " 

(c)    Preliminary  data  regarding  wage  rates,  advertising  notices,  bid  summary 
sheets,  and  receipt  of  public  bids 

DBC  10      Notice  to  Contractors  (REVISED  1/3/63)  Completion  of  construction 

-  Notification  of  Advertisement  of 

Contract  Bids  "  " 

-  Notice  to  Contractor  of  Bid  Openings 

-  Request  for  Approval  of  Newspaper  and/or 

Trade  Periodicals  Advertised 

-  Bid  Security  Check 

-  Receipt  of  Bid  Security  Check 

-  Notification  to  Return  Pians  and 

Specifications 

-  Receipt  of  Deposit  for  Plans  and 

Specifications 

-  Sub-bid  List 
-.  Contract  Bid  Schedule 

-  Bidders'  Breakdown  -  page  1 

-  Bidders'  Breakdown  -  page  2 

-  Breakdown  by  Section  Number 

-  Text  Borings  "  " 


ii  ii 

M  ii 

n  ii 

ii  ii 


ti  n 


ii  ii 

ii  ii 

M  ii 

ii  n 


DBC  FE  1    Request  for  Furnishings  and  Equipment     1  year  after  completion  of  . 

project 

-    Letter  Regarding  Termina'tion  of 

Construction  Guarantee  1  year  after  end  of  guarantee 


n  ii  ii  ii 
it         ii         n  ii 


DBC  3     Construction  Contract  7  years  after  end  of  guarantee 

DEC  5     Change  in  Contract  or  Bid  Order 
DBC  16   Know  all  Men  by  These  Present 
DBC-C1  Contract  for  Designer's  Preliminary 
Services 

DBC-C2  Contract  for  Designer's  Services 

(REVISED  11/1/53) 
DBC-C2  Contract  for  Designer's  Services 
(REVISED  11/1/64) 
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Commonwealth  of  Massachusetts 
RECORDS  CONSERVATION  BOARD 


DS  16/64 


VIII.    Division  of  Building  Construction,  continued: 

SB  1A      Breakdown  of  Periodic  Payments  7  years  after  end  of  guarantee 

SB  IB      Breakdown  of  Periodic  Payments  "         "         "  " 

(b)   Data  regarding  supervision  of  construction  (in  order  of  administrative  procedure) 

-  Authorization  for  Ledge  P.emoval  7  years  after  end  of  guarantee 

-  Project  Engineer's  Approval  of 

Credit  Change  Order 

O 

-  Certificate  of  Inspection  and  Conditional 

Acceptance 

-  Project  Meeting  Announcement 

-  Performance  Report  of  Architect,  General 

Contractor,  and  Sub-Contractor  by 
Clerk  of  Works 

-  Inspector1  s  Weekly  Itinerary 

-  Certificate  of  Inspection  and  Inspection 

-  Emergency  Request  -  Change  Order 

-  Project  Engineer's  Rejection  of  Change 

Order 

-  Notification  of  Certificate  of  Acceptance 

on  File 

-  Corrective  Work  Letter 

-  Notification  of  Copies  of  Change  Order 

Request 

-  Extension  of  Completion  Date  of  Contract 

-  Reason  for  Return  of  Change  Order 

-  Project  Percentage  Report 

Approval  by  the  R.ecords  Conservation  Board 

The  Records  Conservation  Board  has  examined  the  above  application  and  con- 
sidered the  value  of  the  above  listed  records  of  agencies  within  the  Executive  OvTice 
of  Administration  and  Finance.    It  has  considered  the  length  of  time  these  records- 
must  be  kept  for  legal  reasons,  their  use  for  audit  and  other  forms  of  fiscal  control, 
and  their  value  as  operating  records,  as  a  guide  to  administrative  methods  and  his- 
torical documents.   It  has  also  considered  the  availability  of  the  information  con- 
tained in  these  records  in  alternative  forms.   After  consideration  of  the  above  fac- 
tors, permission  is  granted  to  destroy  the  records  listed  above  after  the  period 
given  has  expired. 

THIS  NOV/  CONSTITUTES  AN  AUTHORIZED  RECOR.DS  DISPOSAL  SCHEDULE, 
TO  BE  QUOTED  WHEN  REQUESTS  FOR  PERMISSION  TO  DESTROY  ARE  MADE. 

Date:       August  18,   1964  I  si  I.  Albert  Matkov  

Chairman,  Records  Conservation  Board 


it 
n 
it 
1 1 


n 
ii 


/s/  Fdchard  VV.  Hale,  Jr. 


Secretary,  Records, Conservation  Board 


NOTE:   This  Disposal  Schedule,  16/64,  supersedes  and  includes  previous  Disposal 
Schedule  22/63  issued  October  16,  1963 


RECORDS  SERIES  INVENTORY  WORKSHEET 


Title  of  Series  1.  Department:  

2.   Location:   

Person  completing  inventory: 


DESCRIPTION,  including  media,  creator,  how  used  and  legal  references  for 
creation/disposition. 

3. 


INCLUSIVE  DATES 
4. 


6. 


ARRANGEMENT 

-  Alphabetical  by 

-  Numerical  by  " 


-  Chronological  by_ 

-  Other  by  " 


VOLUME 


5. 


(cubic  feet) 

(Size:    letter,  legal ,  etc. ) 
(Numoer,  if  Individual  Recoras) 

(Type  of  Storage  Equipment) 


Location  and  Media  of  DUPLICATES 
7. 


Annual  ACCUMULATION 

8.   

(Feet  per  year) 


FILEBREAKS 

9.    Records  are  cut  off  at 

  Calendar  year 

  Fiscal  year 

  End  of  Action 

other 


Estimated  REFERENCE  USE  per  file 
drawer 

10.    How  often  is  this  portion  of  the 

series  referenced? 

 Often  (daily) 

 Seldom  (monthly) 

  Rarely  (less  than 

once  a  month) 


11.    In  general,  how  long  are  records  in  this 
series  needed  for  current  business? 
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Form  RCB-2  COMMONWEALTH  OF  MASSACHUSETTS  Page 

Records  Conservation  Board 

State  Archives  at  Columbia  Point  Submit  in  Triplicate 


220  Morrissey  Boulevard 

Do  not  use  this  space 

Boston,  MA  02125-3314 

Disposal  Schedule(s) 

727-2816 

# 

APPLICATION  FOR:  DESTRUCTION  PERMISSION 

APPROVALS: 

Pursuant  to  provisions  of 

1.  Destruction  Permission  For: 

M.G.L.,  Ch.  30,  S.  42,  as  most 

Department  or  Agency 

recently  amended,  the  Records 

Conservation  Board  hereby 

Division 

grants  permission  to  destroy 

the  records  listed  in  this 

2.  Total  approximate  volume  of  records  proposed  to  be  destroyed  (no.  of  file 

application  under  the  above 

drawers,  volumes,  or  cubic  feet): 

Disposal  Schedule(s). 

3.  Location  of  records: 

Chairman 

Records  Conservation  Board 

4.  I  certify  that  the  last  entries  on  the  records  listed  in  this  application  were 

made  prior  to  the  retention  date  of  this  agency's  Disposal  Schedule(s) 

thus  satisfying  the  legal  requirements  that  certain  records  be  kept  for  a 

Secretary 

specified  length  of  time. 

Records  Conservation  Board 

Department  Head  or  Authorized  Agent 

Date  of  Permission  to  Destroy 

Date 

INSTRUCTIONS  FOR  COMPLETING 

IMPORTANT!!  _  YOU  MUST  RE-SUBMIT 

THIS  RCB-2  FORM  ON  REVERSE 

THIS  FORM  EACH  TIME  YOUR  AGENCY 

SIDE  OF  THIS  SHEET 

DESTROYS  ANY  OF  THE  RECORDS 

LISTED  HEREIN.  NO  RECORD  CAN  BE 

DESTROYED  UNLESS  IT  IS  INCLUDED  IN 

AN  AUTHORIZED  DISPOSAL  SCHEDULE. 

APPLICABLE 

ITEM  NO. 

DESCRIPTION  OF  RECORDS  (give  form  number,  if  any) 

SCHEDULE 

INCLUSIVE  DATES 

Example 

0) 

Payment  Voucher 

58/87 

1987 

(list  more  records  on  back) 

INSTRUCTIONS  FOR  COMPLETING  THE  RC8-2  FORM:  Prepare  in  triplicate.  Complete  1 ,  2,  and  3 
on  the  front  side  of  this  sheet.  If  the  Records  Conservation  Board  has  approved  any  previously  sub- 
mitted RCB-1  (Application  for  Disposal  Schedule)  and  has  assigned  your  Agency  a  Disposal  Schedule 
number,  fill  in  this  number  in  the  appropriate  column.  Then,  in  the  columns  on  the  front  side  of  this  sheet 
and  below,  LIST  THOSE  RECORDS  YOU  PROPOSE  TO  DESTROY  THAT  ARE  INCLUDED  IN  ANY 
PREVIOUSLY  AUTHORIZED  DISPOSAL  SCHEDULE.  Enter  each  type  or  series  of  records  as  a 
separate  item.  Describe  accurately,  including  title  and  form  numbers  (if  any),  applicable  schedule 
numbers,  and  inclusive  dates  of  each  record.  Remember  the  latest  dates  must  be  prior  to  the  approved 
retention  period.  (See  example  on  front.)  Submit  three  copies  of  this  completed  RCB-2  to  the  Records 
Conservation  Board  and  the  copy  returned  to  you  is  your  authorization  to  destroy  the  records 
listed.  On  completion,  sign  each  sheet  under  4. 


ITEM  NO. 

DESCRIPTION  OF  RECORDS  (give  form  number,  if  any) 

APPLICABLE 

SCHEDULE!  INCLUSIVE  DATES 

• 

i 

Form  RCE-2T 


APPLICATION  FOR  TRANSFER  PERMISSION 


COMMONWEALTH  OF  MASSACHUSETTS     Submit  in  Triplicate 
(617)  727-2816  Records  Conservation  Board 

State  Archives  at  Columbia  Point 
220  Morrissey  Boulevard 
Boston,  MA  02125-3314 


1.  Transfer  Permission  for:  

(Executive  Office) 


Department  (Division,  Agency,  etc.) 

2.  Total  approximate  volume  of  records  to  be  transferred: 
(cubic  feet,  file  drawers,  boxes,  etc.)  


3.  Location  of  records: 


4.  Indicate  type  of  record(s)  being  transferred  under  TYPE  OF  RECORD 
column:  A=Public  Records;  B=Records  containing  "Personal  Data"; 
C=Records  specifically  exempted  from  disclosure  by  statute;  D=Other 
Non-Public  Records.  Multiple  categories  are  acceptable  (i.e.,  AJB). 
Any  access  restrictions  sought  to  be  imposed  on  records,  and  the 
reasons  for  having  such  access  restrictions,  shall  be  stated  in 
writing  and  listed  on  the  reverse  side  of  this  form.  For  further 
information,  refer  to  circular  entitled  "Definitions  &  Restrictions." 


5.  I  certify  that  this  transfer  is  being  made  in  accordance  with  the  Disposal 
Schedule(s)  cited  above  and  below,  and  that  the  inclusive  dates  listed  are 
accurate. 


Date  Authorized  Agent 


ITEM  NO. 

DESCRIPTION  OF  RECORDS 

TYPE  OF 
RECORD 

S.R.C.  OR 
ARCHIVES 

D.S.  NO. 

INCLUSIVE  DATES 

Disposal  Schedule(s) 
# 


APPROVALS: 
Pursuant  to  provisions  of 
M.G.L.,  Ch.  30,  S.  42,  as  most 
recently  amended  the  Records 
Conservation  Board  hereby 
grants  permission  to  transfer 
the  records  listed  here. 


;  Chairman 
Records  Conservation  Board 


Secretary 
Records  Conservation  Board 


Date  of  Approval 


"Transfer  permission  form  rcb-2t 


ITEM  NO. 


DESCRIPTION  of  records 


TYPE  OF 
RECORD 


S.R.C.  OR 
ARCHIVES 


D.S.  NO. 


INCLUSIVE  DATES 


ACCESS  RESTRICTIONS:  AGENCY  RECOMMENDATIONS.  List  below  any  access  restrictions  you  wish  to 
mpose  on  records  being  transferred.  State  statutory,  regulatory,  or  other  basis  for  these  restrictions.  


ITEM  NO. 


< 


ACCESS  RESTRICTIONS:  ARCHIVISTS  RECOMMENDATIONS.  State  concurrence,  dissent,  or  other 
recommendations  pertaining  to  materials  for  which  restrictions  have  been  requested. 
ITEM  NO. 


« 


Form  RCB-2.M 


Records  Conservation  Board 
State  Archives  at 
Columbia  Point 
220  Morrissey  Blvd. 
Boston.  MA  02125-3314 


727-2816  ,  ; 

APPLICATION  FOR:  DESTRUCTION  PERMISSION 

RECORDS  REQUIRED  TO  BE  MICROFILMED 
BEFORE  THEY  MAY  BE  DESTROYED   . 


Submit  in  triplicate 


I .   Destruction  Permission  For: 


Department  or  Agency 


D.v 


2.   Total  approximate  volume  of  records  proposed  to  be  destroyed  (no.  of  file 
drawers,  volumes,  or  cubic  feet):  


3.    Location  of  records:. 


4.  Lcertify  that  the  last  entries  on  the  records  listed  in  this  application  were 
made  prior  to  the  retention  date  of  this  agency's  Disposal  Schedule(s) 
thus  satisfying  the  legal  requirements  that  certain  records  be  Itept  for  a 
specified  length  of  time. 


Department  Head  or  Authorized  Agent 


Date 


Do  not  us*  this  space 


Disposal  Schedule(s) 


APPROVALS: 

Pursuant  to  provisions  of 
General  Laws,  Ch.  30.  Sec- 
tion 42,  as  most  recently 
amended,  the  Records  Con- 
servation Board  hereby 
grants  permission  to  the  ap- 
plying agency  to  destroy 
the  records  listed  in  this 
application  under  the  above 
Disposal  Schedule(s). 


Chairman, 

Recordi 

Conservation  Board 

Secretary, 

Recordi 

Conservation  Board 

Date  of  Permission  to  Destroy 


INSTRUCTIONS  FOR  COMPLETING 
THIS  RCB-2  FORM  ON  REVERSE 
SIDE  OF  THIS  SHEET 


I  certify  that  all  records  listed  below  that  are  re- 
quired by  the  applicable  disposal  schedule (s)   to  be 
microfilmed  before  clearance ,  have  been  microfilmed 
in  compliance  with  G.L.,  Ch.  233,  §§79A,   79D  S  79E 

/ 


ITEM  NO. 


/ 

DESCRIPTION  OP  RbCUKUb  (GIVE  KJKM  NUMBfck,  IP  ANT) 


IMPORTANT!!  —  YOU  MUST  RE-SUBMIT 
THIS  FORM  EACH  TIME  YOUR  AGENCY 
DESTROYS  ANY  OF  THE  RECORDS 
LISTED  HEREIN.  NO  RECORD  CAN  BE 
DESTROYED  UNLESS  IT  IS  INCLUDED  IN 
AN  AUTHORIZED  DISPOSAL  SCHEDULE. 


j 


APPLICABLE 
SCHEDULE 


INCLUSIVE  DATES 


Eiample: 

CB  12  —  Standard  Invoice 


16/64 


1950-1957 


(List  more  records  on  back) 


INSTRUCTIONS  RPR  COMPLETING  THE  RC3-2  FORM:  Prepare  in  duplicate.  Complete  1,2,  and  3 
on  the  front  side  of  this  sheet.  If  the  Records  Conservation  Board  has  approved  any  previously  sub- 
mitted RCB-I  (Application  for  Disposal  Schedule)  and  has  assigned  your  Agency  a  Disposal  Schedule 
number,  fill  in  this  number  in  the  appropriate  column.  Then,  in  the  columns  on  the  front  side  of  this  sheet 
and  below,  LIST  THOSE  RECORDS  YOU  PROPOSE  TO  DESTROY  THAT  ARE  INCLUDED  IN  ANY 
PREVIOUSLY  AUTHORIZED  DISPOSAL  SCHEDULE.  Enter  each  type  or  series  of  records  as  a 
separate  item.  Describe  accurately,  including  title  and  form  numbers  (if  any),  applicable  schedule 
numbers,  and  inclusive  dates  of  each  record.  Remember,  the  latest  date  must  be  prior  to  the  approved 
retention  period.  (See  example  on  front.)  Submit  both  copies  of  this  completed  RCB-2  to  the  Records 
Conservation  Board  and  the  carbon  copy  returned  to  you  is  your  authorization  to  destroy  the  records 
listed.  On  completion  sign  each  sheet  under  4. 


ITEM  NO. 


DESCRIPTION  OF  RECORDS  (GIVE  FORM  NUMBER,  IF  ANY) 


APPLICABLE 
SCHEDULE 


INCLUSIVE  DATES 


i  m 


i 


STATE  RECORDS  CENTER 


A.     OFF-SITE  STORAGE 

Why  store  records  off-site?  Off-site  storage  provides  distinct 
advantages  for  both  the  administrator  and  the  user  of  records. 

There  are  immediate  financial  benefits;  off-site  storage  saves  the  cost 
of  expensive  office  space  and  equipment  used  to  store  the  records.  Off-site 
storage  also  saves  the  cost  of  clerical  labor  needed  to  maintain  the  records. 

Though  more  difficult  to  measure,  other  benefits  may  be  more 
important.  When  inactive  records  are  removed  from  file  cabinets  and  stored 
off-site,  active  records  are  less  likely  to  be  'lost'  in  overcrowded  cabinets, 
and  less  likely  to  be  discarded  if  cabinets  are  cleared  unsystematically. 

A  group  of  records  becomes  a  good  candidate  for  off-site  storage  when 
the  average  file  drawer  of  the  material  is  accessed  less  than  twelve  times  a 
year.  This  is  the  equivalent  of  five  references  per  foot  of  records  annually,  or 
less. 

Where  inactive  and  active  materials  are  interfiled  in  file  drawers,  it  will 
be  necessary  to  determine  what  material  is~ accessed  most  frequently.  The 
remaining  material  may  be  accessed  rarely  enough  to  be  considered  inactive. 
There  are  a  variety  of  techniques  to  measure  reference  activity,  and  to 
remove  inactive  from  active  records  (see  section  7,  Disposition).  Contact  the 
Records  Management  Unit  for  more  information. 

Record  groups  that  are  particularly  awkward  to  store  in  the  office  may 
be  good  candidates  as  well,  even  if  they  are  referenced  more  often.  This 
might  be  a  voluminous  records  series,  or  a  group  of  records  stored  in  a 
potentially  hazardous  storage  area. 

1.      State  Records  Center 

The  State  Records  Center  at  Columbia  Point  is  the  off-site  storage 
facility  for  records  created  and  collected  by  units  of  state  government. 
Records  in  storage  at  the  Records  Center  remain  in  the  ownership  of  the 
agency.  The  Record  Center  merely  acts  as  custodian  for  the  agency  s 
records.  The  Records  Center  offers  cost-free  storage  for  eligible  records  in  a 
climate  controlled  records  storage  enclosure  capable  of  holding  200,000 
boxes.  Available  services,  include  retrieval,  and  for  some  locations,  delivery 
of  requested  records.  Clerical-type  records  services,  such  as  filing  documents 
or  -files  into  boxes  currently  at  the  records  center,  or  selective  removal  of 
materials  to  be  discarded,  are  not  offered. 

The  confidentiality  of  records  is  not  compromised  by  off-site  storage. 
Access  to  data  contained  in  records  is  not  needed  for  retrieval  purposes. 
Retrieval  information  never  extends  to  a  full  description  of  any  record  or 
group  of  records.  For  additional  security,  records  are  at  all  times  maintained 
securely  in  boxes,  or  are  properly  packaged  for  delivery  to  agency  users. 

Agencies  wishing  to  move  records  into  storage  at  the  Columbia  Point 
facility  must  follow  the  guidelines  described  below  to  prepare  their  records  for 
transfer. 
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B.      PREPARING  RECORDS  FOR  SHIPMENT 


1.  Eligible  Records 

The  State  Records  Center  will  accept  records  for  storage  if  the  records: 

1.  are  state  records; 

2.  have  been  scheduled  on  an  RCB-1  and  have   retention  periods 
approved  by  the  Records  Conservation  Board; 

3.  have  an  office  retention  period  which  has  expired;  and  records  center 
retention  period  which  has  not  expired; 

4.  are  listed  on  an  approved  Transfer  Permission  (RCB-2T); 

5.  are  properly  boxed  in  State  Records  Center  cartons; 

6.  have  been  listed  on  a  Transmittal  of  Records  form; 

7.  are  properly  labelled; 

8.  are  contained  in  boxes  which  are  arranged  sequentially  by  box  number. 

The  Records  Liaison  Officer,  the  individual  in  the  agency  assigned  the 
responsibility  for  authorizing  and  overseeing  records  actions,  can  contact  the 
Records  Conservation  Board  to  find  out  if  the  records  requiring  storage  have 
been  scheduled. 

Board  staff  will  consult  current  Disposal  Schedules  to  verify  that  agency 
records  are  listed,  and  will  assist  the  Records  Liaison  Officer  in  completing  a 
Transfer  Permission  (RCB-2T).  The  Transfer  Permission  is  submitted  to  the 
Board. 

If  the  records  series  are  not  scheduled,  a  records  analyst  will  be  assigned 
to  work  with  the  Records  Liaison  Officer  to  develop  an  appropriate  Disposal 
Schedule.  The  Records  Liaison  Officer  can  expect  that  one  or  more  initial 
meetings  and  surveys  will  be  required  for  the  anlyst  to  prepare  a  draft 
schedule.  It  is  the  responsibility  of  the  Records  Liaison  Officer  to  submit  the 
draft  to  agency  counsel,  records  creators  and  users  for  revision  and  approval. 
At  the  close  of  this  process,  the  schedule  will  be  placed  on  a  Records 
Conservation  Board  agenda.  The  Transfer  Permission  (RCB-2T)  can  be 
submitted  at  the  same  time  for  the  Board  *s  approval. 

2.  How  to  Obtain  SRC  Boxes 

The  Records  Liaison  Officer  must  forward  a  copy  of  the  approved 
RCB-2T  to  the  State  Records  Center  to  obtain  boxes  (refer  to  B.l.  Eligible 
Records).  Agencies  that  have  approved  Disposal  Schedules  may  be  given  boxes 
once  the  agency  has  submitted  a  Transfer  Permission  to  the  Records 
Conservation  Board.  The  estimated  number  of  boxes  specified  on  the  RCB-2T 
will  be  given  to  the  agency  free  of  charge.  For  assistance  in  estimating  the 
number  of  boxes  needed,  contact  the  records  center.  Additional  boxes  will  be 
made  available  to  agencies  as  they  are  needed  for  that  shipment. 

3.  Boxing 

Begin  boxing  records  by  series,  and  by  years.  Box  all  of  series  A  for 
1980,  then  all  of  series  "A"  for  1981  and  so  on,  until  all  records  in  that  series 
have  been  boxed.  Do  not  start  a  new  box  for  each  year  but  continue  placing 
records  in  the  box  until  it  is  full.  Then  begin  boxing  series  "B"  for  1980.  then 
for  1981,  and  so  on.  Records  should  be  arranged  in  boxes  as  they  are  stored  in 
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file  cabinets.  Case  files  arranged  alphabetically  in  file  cabinets  should  be 
placed  in  boxes  in  alphabetical  order;  correspondence  that  is  stored  most 
recent  in  front'  should  be  placed  in  boxes'  in  the  same  reverse  chronological 
order. 

Records  series  should  never  be  mixed  in  boxes  with  other  records  series. 
Using  the  examples  described  above,  case  files  and  correspondence  should  not 
be  placed  in  a  box  together,  even  if  there  are  half-full  boxes.  Records  center 
staff  will  be  available  to  assist  agencies  that  are  transferring  records  for  the 
first  time.  Records  center  staff  will  train  agency  personnel  in  boxing, 
labelling  and  arrangement  procedures  and  in  completion  of  the  Transmittal  of 
Records  form. 

Be  careful  not  to  over-stuff  boxes.  Leave  three  inches  of  empty  space 
so  that  records  can  be  removed  and  refiled  easily. 

When  boxing  is  finished,  a  Transmittal  of  Records  form  must  be 
completed.  Do  not  write  in  the  seven  squares  marked  on  the  long  side  of  the 
box.  This  information  is  used  to  verify  the  shipment,  and  for  inventory, 
disposition  and  retrieval  purposes.  Information  must  be  accurate  and  legible; 
the  number  of  characters  shown  in  the  columns  must  not  be  exceeded. 

Items  1  and  2  require  the  names  of  the  agency  and  division  which  are 
shipping  records.  Leave  "Code'1  areas  blank. 

Items  3  through  12  must  be  completed  for  every  box  in  the  shipment. 

"One  line  should  represent  one  box.''  For  item  3.  assign  a  consecutive 
and  contiguous  number  to  each  box  in  the  shipment.  There  should  be  only  one 
"Box  1",  one  "Box  2",  and  so  on,  in  a  single  shipment 

Enter  the  Disposal  Schedule  number  and  the  number  of  the  series  on  the 
schedule  in  Item  4.  If  the  series  being  transferred  is  the  second  series  listed 
on  Disposal  Schedule  56/82,  Item  4  should  be  completed  as  follows: 
056/82/002.  Refer  to  the  Disposal  Schedule  for  this  information,  or  contact 
the  Records  Conservation  Board  or  Records  Mangement  Unit  for  more 
information. 

Item  5,  State  Records  Center  Box  Number,  will  be  completed  by  Records 
Center  staff.  This  is  the  number  that  must  be  used  when  requesting  retrieval 
of  a  record  from  the  Records  Center. 

A  separate  'SRC  Inventory  listing  the  agency's  original  box  number, 
SRC  Box  Number,  Series  Title,  range  of  contents  and  disposition  year  will  be 
forwarded  to  the  agency.  This  important  information  must  be  retained  in 
order  to  retrieve  records  from  the  records  center. 

The  Series  Title  and  Contents  should  be  listed  in  Item  6.  The  series  title 
must  be  the  title  used  in  the  Disposal  Schedule  or  an  abbreviation  of  the 
assigned  title.  The  contents  information  required  is  the  beginning  and  ending 
identifier  of  the  records  held  in  the  box.  For  example,  the  series  title  and 
contents  might  be  "Client  Files,  10115-10127"  or  "Gen.  Corresp.  A-C." 


Item  7  is  the  cubic  footage  of  the  box.  The  standard  records  center 
Carton  is  1  cubic  foot. 

Item  8  is  the  end  year  and  month  of  the  records;  that  is,  the  most  recent 
date  the  records  were  created  or  received.  This  is  the  date  which  the 
retention  period  is  added  to  determine  the  date  when  records  will  be  eligible 
for  disposition. 

In  Item  9,  enter  the  total  retention  period  in  years,  as  indicated  on  the 
Disposal  Schedule.  If  the  retention  period  is  not  amenable  to  this  format, 
contact  the  Records  Center  for  assistance. 

Add  the  end  year  and  month  (Item  8)  to  the  total  retention  period  (Item 
9)  to  get  the  Disposition  Year  and  Month,  Item  10.  This  is  the  date  that  the 
records  will  become  eligible  for  destruction  or  transfer  to  Archives. 

The  information  required  in  Item  11  can  be  obtained  from  the  Disposal 
Schedule;  enter  the  appropriate  code  for  the  disposition,  destruction  or 
transfer  to  Archives,  indicated  on  the  schedule. 

Item  12,  Disposition  Conditions,  are  conditions  that  must  be  met  prior  to 
disposition.  Even  where  the  retention  period  has  been  met,  records  may  not  be 
destroyed  until  the  conditions  in  Item  12  have  been  fulfilled.  For  example,  a 
records  series  may  be  assigned  a  retention  period  of  5  years  and  after 
microfilming.  Even  if  the  records  have  been  retained  for  5  years,  they  may 
not  be  destroyed  until  after  they  have  been  microfilmed. 

After  the  agency  has  completed  the  Transmittal  of  Records  form,  the 
original  and  Agency  Copy  A  should  be  forwarded  to  the  State  Records  Center. 
Agencies  should  retain  Agency  Copy  B.   Records  center  staff  will  complete 
item  5,   "SRC  Box  Number"   and  will  send   a  computer  printout,  SRC 
Inventory"  to  the  agency. 

4,  Labelling 

The  agency  should  write  agency  name,  series  title  range  of  contents, 
inclusive  dates  and  agency  box  number  on  each  box  (see  Labelling  Example). 
When  the  agency  receives  the  "SRC  Inventory, "  agency  staff  can  label  boxes 
with  the  seven-digit  SRC  box  number.  A  black  marker  must  be  used,  and 
numbers  must  be  boldly  printed  in  the  designated  area  on  the  box. 

5.  Physical  Transfer 

When  labelling  has  been  completed  the  agency  can  contact  the  records 
center  for  a  shipping  date  and  time.  All  shipping  must  be  by  appointment  and 
at  the  expense  of  the  agency.  Only  prepaid  shipments  will  be  accepted. 

The  records  center  may  provide  pickup  service  for  agencies  located 
within  the  metropolitan  Boston  area.  This  service  applies  to  small  groups  of 
records  which  can  be  picked  up  at  a  loading  dock  or  first  floor  site  only. 

Records  not  meeting  the  above  described  standards  with  regards  to 
eligibility  and  authorizations,  packing,  labelling  and  arrangement,  will  be 
refused  at  the  records  center  loading  dock,  and  will  be  returned  with  the 
shipper. 
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C.     RETRIEVING  RECORDS 


1.  Authorized  Requestors 

Records  may  be  requested  by  phone  or  mail  only  by  authorized  personnel 
of  the  holding  agency.  The  Records  Liaison  Officer  must  submit  a  Records 
Request  Person  (RRP)  Authorization  Form,  a  written  list  of  employees  who 
are  authorized  to  request  records  prior  to  any.  retrieval  activity.  The  list 
may  be  revised  at  any  time,  with  written  notification  to  the  director  of  the 
records  center. 

Should  unauthorized  personnel,  such  as  nonstate  employees,  employees  of 
other  agencies,  or  unauthorized  personnel  of  the  holding  agency,  wish  to 
access  records,  they  may  make  the  request  to  the  records  center  through  the 
holding  agency's  authorized  personnel.  All  unauthorized  requests  for  access 
received  by  the  records  center  will  be  directed  back  to  the  agency. 

In  certain  situations,  with  documented  proof  of  the  agency  s  permission, 
such  persons  may  access  the  requested  records  at  the  records  center. 

2.  Requests 

When  an  authorized  employee  phones  in  a  request,  the  records  center 
clerk  will  ask  for  the: 

1.  agency  name, 

2.  authorized  employee  name, 

3.  phone  number  and  extension, 

4.  series  title, 

5.  file  name  and/or  number, 

6.  records  center  box  number. 

The  records  center  clerk  will  complete  a  Records  Request  form.  If  files 
cannot  be  located,  the  clerk  may  notify  the  requestor  and  verify  the 
information  given  for  the  record. 

3.  Delivery 

There  are  three  methods  of  delivery  of  requested  records:  1.)  delivery 
to  the  agency  by  records  center  personnel.  2.)  delivery  through  the  mail;  and 
3.)  agency  staff  pickup. 

1.  )  Records  are  packaged  in  manila  envelopes.  Two  copies  of  the 
Records  Request  form  travel  with  the  records  to  the  agency.  Upon  arrival, 
one  Records  Request  form  (white  copy)  is  signed  and  dated  by  agency  staff  and 
returns  to  the  records  center  as  a  delivery  receipt.  The  second  copy  (pink 
copy)  should  be  retained  in  the  agency's  files. 

Records  are  delivered  directly  to  the  requestmg  office,  or  other 
predetermined  location  (such  as  the  central  office  of  the  department). 

2.  )  Agencies  have  the  option  of  receiving  records  by  mail  if  they  wish  to 
provide  the  postage  necessary  to  send  envelopes  through  the  mail;  use  of  a 
postage  meter  is  the  most  efficient  method  for  mail  deliveries.  The  State 
Records  Center  will  be  responsible  for  maintaining  a  log  on  the  use  of  the 
postage  meter  for  the  agency. 


Records  delivered  through  the  mail  will  be  packaged  and  sealed  in  manila 
envelopes,  (the  agency  may  wish  to  provide  the  Records  Center  with  a  special 
envelope.) 

3.)  Some  agencies  requiring  immediate  access  to  requested  records  may 
wish  to  send  an  agency  courier  or  other  authorized  agency  personnel  to  the 
Records  Center  to  pick  up  the  records.  These  records  will  be  packaged  in  the 
same  fashion  as  those  that  are  delivered. 

Where  immediate  review  of  numerous  records  is  required,  authorized 
agency  personnel  may  access  records  in  a  research  area  in  the  building. 

New  materials  should  not  be  filed  into  records  that  have  been  retrieved 
from  the  records  center.  Growth  of  the  file  may  prevent  the  record  from 
being  refiled  in  its  original  box. 

Where  additions  of  material  are  necessary,  the  record  should  be  assigned 
a  new  file  number  or  other  locator,  and  should  be  filed  in  a  box  of  records 
currently  being  shipped  to  the  records  center. 

4.      Return  of  Records 

Records  being  returned  to  the  records  center  can  be  picked  up  by  records 
center  staff  during  the  weekly  deliveries.  An  agency  with  records  to  be 
returned  in  a  particular  week  which  is  not  on  that  week  s  delivery  schedule 
must  contact  the  records  center  and  request  a  pick  up. 

All  records  being  returned  to  the  records  center,  whether  via  pickup  by 
records  center  staff;  delivery  to  the  records  center  by  agency  courier:  or 
delivery  through  the  US  mail,  must  be  securely  packaged.  The  Records  Return 
Log,  which  the  records  center  supplies  to  agencies,  must  be  enclosed  in  the 
envelope.  On  the  Records  Return  Log,  agency  staff  are  requested  to 
individually  list  each  file  being  returned,  and  the  records  center  box  number  to 
which  it  should  be  returned.  The  agency  should  keep  a  copy  of  the  Log. 

The  records  center  staff  will  use  the  Records  Return  Log  to  track  the 
records  s  location.  Control  of  records,  and  thus  future  retrieval  speed,  is 
made  possible  through  the  use  of  the  log. 

D.      DISPOSITION  OF  RECORDS 

All  records  stored  at  the  State  Records  Center  will  be  destroyed,  or 
transferred  to  the  Archives,  after  a  period  of  time  in  storage:  no  records  will 
be  maintained  permanently  in  the  records  center. 

The  records  center  will  issue  a  reminder  to  the  agency  when  a  group  of 
records  becomes  eligible  for  destruction  or  transfer.  The  agency  must 
complete  and  submit  the  appropriate  forms  to  the  Records  Conservation  Board. 

The  records  center  will  take  responsibility  for  the  actual  destruction  of 
the  records  or  for  the  physical  transfer  of  records  to  the  Archives. 
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APPENDIX 


Transmittal  of  Records  Form 

Records  Request  Person  (RRP)  Authorization  Form 

Reference  Request  Form 

Records  Return  Log 

Labelling  Example 
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ARCHIVES 


The  Archives  is,  at  once,  a  collection,  an  operation  and  a  place. 
The  Archives  collection  consists  of  those  records  of  state  agencies 
deemed  to  have  historical,  legal,  and/or  administrative  value  of  an 
enduring  nature.  The  Archives  operation  is  made  up  of  staff  with  the 
training  to  appraise,  acquire,  preserve  and  make  available  for  reference 
use  such  materials.  The  place  is  the  Archives  facility  at  Columbia  Point. 

The  Archives  facility  is  uniquely  designed  to  meet  this  purpose,  to 
protect  and  preserve  the  permanent  records  of  the  Commonwealth.  Its 
climate  control  systems  maintain  a  constant  cool  temperature  with  low 
humidity.  Since  fluctuation  in  temperature  and  high  humidity  aid  in  the 
rapid  deterioration  of  records,  the  ideal  environmental  conditions  of  the 
vaults  prolong  the  life  of  records  by  many  years.  In  the  fully  equipped 
Conservation  Lab,  trained  professionals  can  repair  records  that  have 
suffered  damage  in  the  past.  The  Archives  also  provides  maximum 
security  for  records.  Four  vaults  provide  ca.  60,000  cubic  feet  of 
storage  space. 

The  facility  is  staffed  by  records  professionals,  archivists  who  are 
aware  of  general  statutory  and  specific  regulatory  restrictions  on  access 
to  records.  Records  which  require  it  are  treated  with  the  utmost 
confidentiality. 

A.     WHAT  ARE  PERMANENT  RECORDS? 

What  characterizes  a  permanent  record? 

Permanent  Records  do  not  necessarily  mean  old  records.'  The 
minutes  of  last  week's  department  heads  meeting  would  usually  be 
considered  a  permanent  record  that  would  eventually  be  deposited  in  the 
Archives.  On  the  other  hand,  a  book  of  check  stubs  from  the  1880  s 
would  probably  not  be  considered  a  permanent  record. 

Appraising  records  values  to  determine  what  records  are 
permanent  is  a  difficult  task.  Often,  the  advice  of  a  trained  records 
professional  is  necessary  to  accurately  determine  what  permanent 
records  an  agency  holds.  The  Archives  staff  is  always  available  for  such 
a  consultation. 

Records  may  be  designated  as  permanent  due  to  LEGAL, 
EVIDENTIAL  or  INFORMATIONAL  VALUES. 

Legal  Value  is  of  three  types:  precedential,  intrinsic  and 
evidentiary.  Records  which  document  the  precedent-setting  decisions  or 
rulings  of  an  adjudicatory  body  have  precedential  value.  This  value  does 
not  expire  since  superceding  decisions  can  be  overruled. 

Records  having  intrisic  legal  value  document  the  official  acts  of 
the  state.  Such  records  include  acts  and  resolves,  regulations,  executive 
orders  and  minutes,  to  the  extent  that  they  document  the  official  acts  of 
a  governmental  body. 

Most  often,  records  have  legal  value  because  they  can  be  used  in 
court  action.  Most  evidentiary  values  expire  according  to  the  governing 
statutes  of  limitations. 
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Records  that  document  the  activities  of  the  originating  agency 
have  evidential  value.  These  records  contain  evidence  of  the 
organization  s  work  processes,  programs,  policies  and  procedures,  and 
may  reveal  its  performance  of  substantive  functions  and  activities. 
Examples  of  such  records  are  directives,  organizational  charts,  annual 
reports,  audits,  program-related  correspondence,  budgets,  legal  opinions 
and  summaries,  and  meeting  minutes. 

Many  records  contain  significant  factual  information  about 
persons,  conditions  and  events  with  which  the  agency  was  involved. 
These  records  have  informational  value;  the  data  they  contain  may  be 
useful  for  studies  in  subject  fields.  Such  records  may  be  used  to  continue 
or  reveal  the  substance  of  the  agency's  activity,  or  may  be  used  by 
researchers  for  studies  not  directly  related  to  furthering  the  agency  s 
mandated  goals. 

Informational  value  is  frequently  difficult  to  determine.  Records 
professionals  are  trained  to  consider  the  needs  of  future  generations: 
appraisal  of  informational  values  is  based  on  knowledge  of  research 
trends  and  of  the  spectrum  of  records  available  for  historical,  social, 
medical  and  scientific  research. 

Informational  values  can  sometimes  bring  records  not  traditionally 
considered  "historical"  into  the  Archives.  For  example,  a  collection  of 
photographs  now  in  the  Archives  were  originally  created  by  the 
Metropolitan  District  Commission  during  the  construction  of  the  Quabbin 
Reservoir.  The  photographs  were  used  to  document  construction  work 
and  aided  in  the  appraisal  valuations  of  those  properties  taken  by 
eminent  domain.  Now  these  photographs  are  used  by  genealogists; 
historians  interested  in  such  topics  as  architecture,  public  works  and 
community  history  also  use  them. 

Another  example  of  how  administrative  and  research  use  differ 
might  be  voluminous  client  case  files.  Created  originally  as  an 
administrative  tool  in  the  discharge  of  an  agency's  duties,  they  are  now 
used  by  researchers  to  obtain  a  quantitative  analysis  of  scientific, 
medical  and  socio-historical  questions. 

B.      TRANSFER  OF  RECORDS 

Permanent  records  are  identified  in  a  variety  of  ways. 

In  some  situations,  an  alert,  historically-conscious  state  employee 
notices  some  old  records"  in  a  store  room,  basement  or  attic,  and 
contacts  the  Archives;  an  Archives  staff  member  is  dispatched  to 
appraise  the  discovered  records. 

In  others,  an  agency  needing  more  space,  or  better  use  of  existing 
space,  seeks  to  rationalize  when  and  how  records  are  removed  from  the 
office,  and  contacts  the  Records  Managment  Unit  to  assist  them. 

In  still  others,  an  employee  aware  of  the  importance  of 
permanently-valuable  inactive  agency  records  seeks  to  transfer  them  to 
the  Archives.  Tfre  Archives  provides  the  highest  level  of  security 
possible  for  state  records.  In  addition  to  physical  security,  the  Archives 
staff  arranges  and  describes  records,  so  that  they  are  accessible  to  the 
public  and  agency  personnel. 


In  each  case,  the  medium  of  transfer  is  the  Records  Conservation 
Board.  The  first  step  is  development  of  a  Disposal  Schedule  (see  Section 
7,  Disposition)  with  the  assistance  of  a  Records  Management  analyst. 
The  schedule  will  assist  agencies  to  identify  records'  values,  and  dispose 
of  records  accordingly.  The  schedule  identifies  records  which  must  be 
permanently  preserved,  and  insures  that  such  records  will  be  transfered 
to  the  Archives  in  an  ongoing  manner,  when  they  are  no  longer  needed  in 
the  office.  Unfortunately  for  the  citizens  of  the  Commonwealth,  for 
every  group  of  records  that  are  discovered  and  scheduled  for  permanent 
retention,  as  many  permanent  records  are  discarded  by  well-intentioned 
but  uninformed  state  employees. 

When  permanent  records  are  identified  and  ready  for  transfer  to 
the  Archives,  the  Archives  staff  instructs  agency  personnel  in  obtaining 
boxes,  in  boxing  records,  and  in  labelling  the  packed  boxes.  The  Archives 
staff  also  arranges  transportation  for  the  records  to  the..  Archives 
building. 

Archives  staff  is  always  available  for  consultation  and  records 
appraisal.  Please  call  the  Archives  (727-2816)  for  more  information. 

C.      RESEARCH  USE  OF  RECORDS 

Records  are  designated  as  permanent  and  are  retained  by  the 
Archives  due  to  the  records'  continuing  importance.  These  records  have 
value  to  the  research  public,  but  not  all  researchers  are  antiquarians  or 
college  professors.  Twenty-five  percent  of  non-genealogical  researchers 
are  state  workers,  conducting  research  that  relates  to  current  business. 

A  diversity  of  government  agencies  use  records  held  by  the  State 
Archives.  Lawyers  from  the  Attorney  General's  Office  research  the 
legislative  files  to  determine  the  intent  of  particular  acts  passed  by  the 
General  Court.  Maps  from  the  Archives  are  used  by  the  Massachusetts 
Historical  Commission  to  aid  their  resource  surveys  of  the  state. 
Legislative  papers  for  both  enacted  and  unenacted  bills  are  consulted  by 
legislators  and  their  aides  to  identify  particular  drafts  of  a  bill,  or  to 
verify  its  intent.  Legislators  also  use  the  Archives  to  fulfill  a  variety  of 
constitutent  requests,  including  genealogical  and  historical  research. 

'  While  use  of  archival  records  by  units  of  state  government  is 
increasing,  the  records'  potential  for  policy  and  other  research  is  largely 
unrealized.  Agencies  may  not  be  aware  that  the  Archives  holds  records 
relating  to  their  agency  or  predecessor  agencies.  In  addition,  agencies 
may  not  be  aware  that  the  Archives  is  the  appropriate  facility  for 
storing  permanent  records. 

The  Archives  welcomes  visits  by  agency  staff.  Archivists  will 
explore  holdings  with  you,  discuss  collections  that  may  be  useful  to  you. 
and  identify  areas  in  which  your  agency  may  be  under-represented. 
Archivists  will  be  pleased  to  arrange  tours  of  the  facility  for  agencv 
staff. 

Records  may  be  used  in  the  Archives  Research  Room  of  the  State 
Archives.  Reference  archivists,  who  are  familiar  with  the  holdings  of 
the  Archives,  provide  assistance  in  identifying  and  obtaining  the  records 
required  by  the  researcher.  Microfilm  readers  and  inexpensive 
duplication  services  are  available  through  the  Research  Room,  which  is 
open  during  business  hours. 
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